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RAPID CALCULATION 


Time—30 minutes 





InstrRucTIONS. (Grade IX do problems 1-5. 
Grade X do problems 1-6. 
Other Grades do problems 1-7. 


Peed: 

(a) ©) (c) (d) (¢) 

39 Dekh 49 150.00 $9,473.16 
46 11.46 33 3.12 3,845.41 
74 84 68 207.42 Bio Oil 
22 OS lame he 16.88 a 

34. PQ ote Mecca st. AeA] 

51 eee GS 6.35 (f) 

83 15.41 28 114.84 $ 251.938 
66 6.79 he, 9.77 14,963.28 
20 2.30 15 03 he Leste ¢ 
U5 1 10 mee tel] 70,072.06 
2. Subtract : 


(a) (0) (c) (d) () Ce 9) 
743692 215.93 200.00 1.00 250.09 50.00 10.00 
429748 77.19 176.38 .73 187.58 28.82 3.19 








3. Find: 
(a) 1 of 928 Be ei af) 42cnror 2000’... 28. 
(1 PTDL Em i 2 oh ew 
(c) 88% of lO... dh AtOL OHAY A ara 
eee, or 210.3... i) LOC ote Liye oe eae, 
mele ol ps2 5.4)... C9), eee 2 GE Sia ey tek ass, 





4, Answer the following : 


72369428 +=2= 
4158385+5 = 
2130+ 100 


39.75+25 = 
292 ~.73 = 


eo) fo, (0 fe Sea wate, 0° Ved fe 


Sie 39) .2 6 96. 6" Je ae 


417864—3 


42876 + 12 
7650 + 50 


2 9 © ee @ ere ee 8 


5. (a) Fill in Balance for each day. 





336.80 + 800 = 


, ‘1 e 8a) Jee GauEe mae 












































Date | DEposits CHEQUES || BALANCE 
June| 1 215|90 
2 83/60 
5 20:00 
80/00 
(eee SOUL) 
LoL 2150 
18 2/50 
3/50 
51\00 
25; 100\00 
(b) Indicate Cash Balance. 
RECEIPTS PAYMENTS 
149/76 88|75 
23/50 13166 
78 214/28 
236|17 35/70 
200/00 382/13 
| 588|13 
19/65 
Bal. 
| Totals 























6. Find the net amount of each invoice: 


(a) 82 articles @ 88c.=..... (6b) 100 articles @10c. =..... 
eee te (G0C =r... Clam ie ies (nL 2-2 Coe 

SEN pe CUNY ee he mann (2 OGi i=" 7 8 a: 

plea see (AOC an EO mame (SOT. == he. 

BoM et a@ Soe =). <<! DERG Ota... : 

PEC Ecuua Oey ar.’ OCs MEM spect... 

Less 20%, Discount. ...... TeaOCe Discounts 6. ..... 
IN OG sutras CURE be ore ake 


7. (a) If a car travels 100 miles in 24 hours, find the speed 


in miles per hour. Reem rei ss. vs 


(6) How many posts will be required along one side of a 


64 yard square lot, if the posts are placed 8 ft. apart? ....... 
(c) An agent sells goods to the value of $4850 on a 
commission of 2%. Find the commission and the proceeds. 


(d) Find the simple interest on $600 for 4 years at 3% 


ee ee ee See 


(e) Find the Total Bank Charges when the following 
cheques are deposited. Rate: $% on each cheque (minimum 
15c.) $248, $96.24, $300, $22.50, $487.50, $12.50, $752.10. 


ae @ 00.0 he - ai ee) st Se and 


(f) A house worth $8,000 is insured for ? of its value at 


: hab 2 
o epreminm. Hind the premium. (9  — .....e eee iaee 
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JUNIOR BUSINESS PRACTICE—GRADE IX 


Time—2 hours 





Note: A candidate must answer all of Part A and any THREE 
questions of Part B. 


Part A 


1. As treasurer of your School Athletic Society use a Cash 
Book form and enter the following transactions for the month 
of June, balance the Cash Book and bring down balance ready 
for July transactions: . (Value=20) 


June 1. Cash on hand, $13.50; cash in bank, $246.50. 


3. Fees received, $80, made up of ten $1 bills, five $2 bills, 
ten $5 bills, $5 in silver and a cheque for $5 from Cary 
Grant. Deposited all of this. 

2. Paid Howard Bros. $3.50 for stationery and bought $6 
worth of stamps, paying cash in each case. 

5. Gate Receipts from game, $155.55. Paid $2 cash for 
oranges and gum and $8 cash to referees. Deposited 
$120 cash in bank. 

6. Issued cheque No. 32 to Canadian National Railways, 
$60.50, for transportation of our teams. Issued cheque 
No. 33 to Reach & Co., $25 for equipment. 


2. (a) Make out deposit slip for deposit of June 3 on form 
supplied. (Value=6) 


(b) Show cheque received from Cary Grant and payable 
to “Blank School Athletic Society” properly endorsed for 
depositing, on form supplied. (Value=6) 


(c) Fill out cheque and stub drawn on your athletic 
society savings account No. SO-11 in favour of Reach & Co. on 
June 6. Use form supplied. (Value =2) 


(ad) Fill out receipt and stub as you would make it out for 


Cary Grant on receiving $5 for 1942 fees, on forms supplied. 
(Value=6) 


[OVER | 


3. Nore: Read each statement in the column at the left and 
find in the column at the right the word or expression which 
best matches vt. Write number as shown in exanrple. 


Example: 
(i) (2) A business that sells gas 


1% onfectionery business 
(ii) (1) A store that sells cakes 2. 

oO 

2 


A co 
A service station 
A drug store 
(Value, 5 x 4=20) 
(a) (i) ( ) A written order asking a bank 1. Pass Book 
to pay 2. Ledgerkeeper 
(ii) (_ ) A written promise to pay 3. Cheque 
(ii) (_) The bank employee who receives 4. Teller 
deposits 5. Promissory Note 
(iv) ( ) Depositor’s record of his account 6. Receipt 
with the bank 7. Withdrawal 
(v) ( ) Paper made out when depositer Receipt 
is at bank and wishes to with- 8. Credit Slip 
draw money 


(b) (i) (__) Person who signs name on back 1. Exchange 
of cheque 2. Ledgerkeeper 


(11)(_ ) Cheque which has been marked 3. Payer 
by bank showing sufficient funds 4. Certified cheque 
in bank to cover 5. Endorser 

(ii) ( ) A cheque not yet presented for 6. Proceeds 
payment 7. Cancelled cheque 

(av) (_) The charge made for cashing 8. Outstanding 
out-of-town cheques Cheque 

(v)( ) Bank employee who records 
depositor’s deposits and with- 
drawals in his book 

(c) (4) ( ) A person appointed to examine 1. Receipt 

the books of the treasurer 2. Endorsing 

Gi) ( ) A written acknowledgment of 3. Accountant 
payment of a bill 4, Tender 

(1) (_ ) An offer in writing to execute 5. Reconciling 
some specified work or supply 6. Auditor 
certain specified articles at a 7. Agreement 
certain price 8. Authorizing 


(iv) (_ ) Making the Cash Book Balance 
agree with the Bank Pass Book 
Balance 

(v)( ) Signing cheque over to another 
person 


Page 3 


(d) (i) ( ) Fourth class mail 1. Samples 

(ii) ( ) Second class mail 2. Newspapers 

(iii) (_) First class mail 3. Parcels 

(iv) ( ) The right to send mail free of 4. Post Cards 
charge | 5. Drop 

(v) ( ) Letter mailed in and addressed 6. Reply coupon 
to the same city 7. Special delivery 

8. Franking 


4. Complete the following sentences : (Value=5) 
(a) Thetelephone was invented by........--........- 
(6) The telegraph was invented by................... 
(c) The laying of the first Atlantic cable was sponsored 


= © Ce 6 & .& 8 @ @ he fle © © © © ¢ se © 6 #© 6+ & 6 + 6 8 8 te ee eee le 


5. Select the best answer and place its number in the bracket 
p 
after the question. (Value=5) 
(a) The most important part of a signature card is (_ ) 
(1) the account number (2) the kind of account (8) the date 
(4) the depositor’s occupation (5) the signature 
(b) John Doe wrote across the back of a cheque “ For 
deposit only. John Doe.” 
This endorsement was (_ ) 
(1) full (2) blank (8) qualified (4) restrictive (5) double 
(c) Registered mail service provides ( 
(1) speed (2) special delivery (3) convenience 
(4) economy (5) security 
(d@) Auditors sign a statement certifying (_ ) 
(1) the age of the business (2) the efficiency of the management 
(3) the accuracy of the books (4) the names of the owners 
(e) The treasurer should keep a record of all receipts and 
payments ina (_ ) 
(1) journal (2) ledger (3) cash book 


(4) minute book (5) note book 
[OVER | 


Page 4 

Part B 
6. Decide the means of communication you would choose in 
sending each of the following messages and in each case give 
the reason for your selection. (Value=10) 

(a) A bond-dealer sends a bond to his client. 

(6) The Queen wishes to send greetings to the women of 
Canada. 

(c) A man wishes to notify his brother on the “Normandie” 
which is sailing across the Atlantic Ocean that his wife has just 
died. 

(d) A retailer wants to order fifty different items to be 
delivered next week. 

(e) A police chief wants to notify officers on duty of a 
robbery. 

(f) A restaurant owner wants to know why meat ordered 
for this noon has not been delivered. 

(g) A merchant wants to order a pair of shoes from 
Montreal to be delivered by parcel post to-morrow morning. 

(i) War Correspondent wants to send in his story from 
Paris to New York. 

(1) Reporter wants to send photograph across continent 
from Vancouver to Toronto and have it appear in to-morrow’s 
issue. 

(j) Bank manager wants to send message to man living 
three blocks away who hasn’t a phone at his disposal. 


7. Complete each of the following sentences with an appro- 
priate word or words : (Value=10) 


(a) A person who uses goods is ai. 02h) 3) 
(6) A person who grows or raises material isa......... 
(c) A person who makes goods is a.................2: 


(ad) A method of creating a demand for a product is. .... 


oe 68 8 we He eee Ee ee 0S i ee tee ee ie, fe et te el ee 0 del eee eee seed ee een mn 


HO 8 ee eT eT ee ee vo at ee eee ea a re 


(g) A business form used to show adjustment on errors, 
shortages and overcharges isa...,...-....-.-e44- 


(h) The machine used to record Cash Sales isa......... 


Pee. eS sek seo ae, le BR'e Welle. «7.6 @ ¢ -@ ©) « <a & 6) \Sll'e 6.0 “e: 9 ©) © ©¢ © © © @ © © 


(j) The name given to a store selling shoes, hardware, 


Pere et ec weer ry ee A 
8. Complete each of the following sentences with an appro- 
priate word or words: (Value=10) 


(a) Postal Notes may be obtained in denominations up to 


(b) The quickest way to remit money from one city to 
PERC OMI) Veins CRAIN DAME orale 5 ao accel wel e's we « 


(c) Post Office Money Orders are issued in amounts up to 


S06. 82.8110 0) sane CaP O88) oe Sie) Peles a. 6) 10) he) te; G8! 8 0. 6 @ 


(d) A debt of $35 to a person in the same town should be 


(e) Small amounts of less than twenty-five cents should 
EMAL ey sts iy se we ese 

(f) Money remitted to the U.S. A. to the amount of $500 
RemmOmereente OW Means Of. cn. is be eee 

fo mone vein tie form ol coins is called..........:..... 


(h) $26.00 to your clerk for wages would be paid by... . 


Peewee es s 6) 6. 8 wig) ee 6 « 4 4 0 Ss © 


(1) The exchange on a local cheque of $30 would be .... 


Ze ist 6 « «€ -— Sb es « e © s£ 2 fm 8 


as 6 6 - © = 8 a sf a Ces & «© 6S se + @ © 2 


[OVER | 


9, Explain any ten of the following, using one sentence for 
each : filtration, distillation, water consumption, flat rate, public 
utility, monopoly, franchise, artesian well, artificial gas, metal 
conductor, transformer, pilot light, fuse cabinet, blower, light 
extension. (Value=10) 


10. Explain briefly the meaning of any ten of the following: 
deed, mortgage, mortgagor, work area, D. A., instalment buying, 
piece-meal buying, real estate broker, search the title, inventory, 
policy, premium, luxury, necessities, liabilities, endowment 
insurance, annuity, debenture. (Value=10) 


VALUES 
14 


14 


14, 


14, 


14, 


15 
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ARITHMETIC—GRADE X 


Time—14 hours 





Norte. Seven questions constitute a full paper. 


1. On May 12th Oscar borrows $328.50 from Rudy 
and pays it back by cheque with interest at 69% on 
June 15th of the same year. What is the amount of 
the cheque ? 


2. One contractor can lay a mile of sidewalk in 9 
days; another can do it in 8 days; and a third can do 
it in 12 days. If all contractors work together, how 
long would it take them to lay 5 miles of sidewalk ? 


3. A real estate agent purchased 2 lots for $480.00 
each. On one he gained 20% of the selling price and 
on the other he lost 20% of the selling price. Find his 
gain or loss per cent on the total selling price. 


4. A firm pays 90 cents an hour for a standard 
44-hour week with a bonus of 15% for overtime. Find 
the weekly wage of each employee and the total wages 
paid, when they work as follows: Adams, 50 hours ; 
Bede, 32 hours; Caesar, 52 hours; Dawson, 48 hours ; 
Walker, 42 hours. 


5. A 5-tube mantel radio cost $24 less 162% and 
10%. Buying expenses were 15% of the net cost and 
the cost of doing business was 10% of the net selling 
price. The radio was sold for $36, less 20%. Find the 
total net profit when ten of these radios are sold. 


6. A merchant places three accounts of equal amounts 
in the hands of his lawyer for collection. The lawyer 
is able to collect only 60% of the accounts and charges 
a commission of 8% on the amount collected. If he 
earns $612, find the amount of each account. 

[OVER] 


VALUES 
15 


15 


7. (a) What value of « will make 37+44=62+5? 


(6b) A has seven times as much money as B. After 
A has spent $76, he has only three times as much as B. 
How much has B ? 


(c) Find two consecutive numbers such that the 
difference between } of the larger and } of the smaller 
is 3. 


8. A merchant failed with habilities amounting to 
$59,000. His assets in merchandise are $19,600; in 
real estate, $9,360; in accounts receivable, $11,200. 
If the assignee received 10% of the assets for making 
the settlement, how many cents on the dollar will the 
creditors receive ? 
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BOOKKEEPING—GRADE X 
Time—2 hours 


Note. Ruled paper to be supplied. 


1. Record the following transactions in a Cash Journal with 
Bank Columns. Balance and close the Cash Journal. 


June 


1 


(Value = 21) 


Robert Henry continues business with cash on hand, 
$500; and on deposit, $2,700. 


Bought from R. Low, goods $1,110; remitted a cheque 
to cover. 


3 Paid June rent by cheque, $60. 


4 Received a refund of $10 for damaged goods returned 


by us to R. Low. 
Cash Sales, $320. 
Deposited cash, 5400. 


Received a cheque from W. Wilson in payment of his 
note due to-day, $90. 


Robert Henry withdrew cash, $10. 


Paid our note, held by Tom Jones, due to-day, $42 by 
cheque. 


Paid in cash, freight bill on purchases, $12.40. 


Kay Young returned goods to us, $12, for which we 
refunded her money. 


Bought a new office desk for cash, $60. 
Received a cheque for $82 from A. Adams on account. 


Deposited all cash on hand except 5100. 
[OVER | 


2. (Value = 24) 


[NUMBER| DEBIT | CREDIT | JOURNAL 
| 1 R. Smith Bank | Cash Journal 


Sample transaction: 1. Sent cheque to R. Smith on account. 








As shown in the above example, rule a page and record 
from each of the following business transactions : 


(a) The number of the transaction in the “ Number ” 
column. 


(6) The account to be debited in the “ Debit ” column. 
(c) The account to be credited in the “ Credit” column. 


(d) The Journal in which the transaction would be recorded 
in the “ Journal ” column. 
1. A. Proprietor begins business with merchandise on hand. 
2. Purchased merchandise from L. Smith on account. 
3. Sold merchandise to S. Krone, terms 30 days. 
4. Paid off a mortgage on our store by cheque. 
5. A. Proprietor invests additional cash. 


6. Returned merchandise to L. Smith and received a credit 
note. 


7. Received a note from §. Krone to be applied on his account. 
8. Bought for cash a typewriter for office use. 
9. Paid by cheque A. Proprietor’s personal insurance premium. 


10. Sent a credit invoice to S. Krone for merchandise returned 
by him. 


11. A. Proprietor withdrew merchandise for personal use. 
12. Accepted J. Moore’s 30-day draft on us. 

13. George Black paid his acceptance due to-day by cheque. 
14. Received from K. Smith his acceptance. 

15. Withdrew cash from the bank for the cash register. 


16. Gave R. Harper a note in payment of an invoice. 


3. (a) What is meant by closing the ledger ? (Value=1) 
(b) Give three reasons for closing the ledger. (Value=3) 


(c) Give the journal entry to close each of the following 
accounts: Freight-in, Merchandise Inventory, Sales Returns, 
Sales, Purchases, Freight-out, Taxes, Interest Income.  (Value=s) 


4. What is meant by: debit, Fo. payee, invoice, 3/10, 
customer, account, acceptance ? (Value=8) 


5. From the following ledger balances and inventories, given 
on June 30, 1942, prepare : 


(a) Trial Balance ; (Value=10) 
(6) Trading and Profit and Loss Statement ; (Value=15) 
(c) Balance Sheet. (Value=10) 


Merchandise Inventory, January 1, 1942, $7,000; Allan 
Smith Capital, $10,500; Real Estate, $5,000; Salaries cost, 
' $600; Bank, $2,300; Sales, $11,600; General Expense, $420 ; 
Office Supplies used, $170; Sales Returns, $190; Equipment, 
$900 ; Notes Payable, $410 ; Accounts Receivable, $620; Mort- 
gage Payable, $2,600; Notes Receivable, $670; Accounts 
Payable, $550; Purchases, $8,000 ; Purchases Returns, $210. 


Inventories taken June 30, 1942. Merchandise on hand, $6,770; 
Real Estate, $5,000; Equipment, $900. 
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INSTRUCTIONS: 


JUNE, 1942 


SPELLING—GRADE X 





Dictation time—45 minutes. 


Total marks—100. Deduct 3 marks for each error. 


The dictator will give the meaning of each word in A, or illustrate 


its meaning by using it in a sentence. 


Before the papers are 


collected he will re-read all the words and sentences. 


duplicating 
enclosure 
models 
abbreviates 
economy 
conciseness 
specific 
clerical 
competent 
substituting 
adjustment 
excellence 
prospective 
statute 
negotiable 
jurisdiction 
exclusive 
depositor 
surplus 
comparable 


A 


memorandum 
withdrawal 
atiixed 
transferred 
maturity 
Belleville 
dictator 
bogus 
maritime 
adequate 
benefactor 
agency 
linotype 
placard 
punctuation 
deficit 
minimum 
monetary 
systematic 
associate 


B 


consignee 
route 
legitimate 
nominal 
bailiff 
depreciation 
industrial 
arbitration 
census 
specimen 
copyright 
deferred 
appraisal 
reparations 
secondary 
primarily 
scarcity 
hoarded 
anthracite 


1. A borrower's personal security is not sufficient to justify a 
loan of any considerable size. 


2. In remitting funds to Great Britain more than ordinary 


care 1s necessary to specify the exact address. 


[OVER] 


3. Misinterpretation of mercantile news may be avoided by 
careful analysis of the statistics supplied by our Customers’ 
Service. 

4. The collections department must induce the customer to 
make more prompt remittances on overdue accounts. 


5. By careful enquiry we have ascertained that a sample 
order may be shipped over the new route to Panama. 


6. The expenditure by the city council is not justified on the 
basis of the data supplied by the recent survey. 
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STENOGRAPHY—GRADE X 





N.B. Before dictating this paper the presiding teacher should explain 
the following conditions carefully to the candidates: 


(1) This examination in stenography consists of two parts, Part A 
and Part B. Both of these parts are to be written in shorthand 
from dictation. 


(2) Part A will be marked according to the correctness of the short- 
hand outlines. The student should use appropriate phrasing. 
No transcript is to be made. 


(3) Part B will be marked according to the correctness of the tran- 
script. The shorthand notes must accompany the transcript. 


Part A 


(Value for each sentence, 10 marks. Deduct one mark for each error.) 


Dictate each of the following sentences in one minute. 
Allow a half-minute interval after each sentence : 

1. It would be very interesting to know whether the addi- 
tional sales are sufficient to cover the expense of advertising. 

2. I am confident that he will forward a cheque to the 
company to pay for his membership premium. 

3. To secure a wider distribution of our new book, we are 
making quite a reduction in the price. 

4. This size of coal will give you more heat units per ton 
than any other kind of fuel you can burn. 

5. To make sure that our customer does not have to wait for 
this material, please have it sent by special delivery. 

6. The holding of such aninquiry would be a waste of time 
if we were not in a position to quote a definite price. 

7. We are afraid that this last-minute change in our arrange- 
ments may cause some inconvenience at the factory during the 
present month. 

8. To increase the scope of our influence, we shall probably 
issue a magazine, the contents of which will occupy about 
twenty pages. 

9. An operator who uses our improved tabulator saves many 
valuable minutes for his employer during the day. 

10. We are glad to assist you in your printing requirements, 
and we assure you that you can depend upon us for satisfactory 
service. [OVER | 


Part B 
(Value for each question, 25 marks.) 
Dictate the following letters at 50 words a minute. Read 
each group of words as indicated in 15 seconds. Allow a 
4.5-second interval after each letter, five minutes for revision of 
notes, and 40 minutes for transcription. 


1. Gentlemen: 

If, for some reason, you cannot fill the orders we send / 
you, please let us know immediately so that we can notify our 
customers./ This will give us an opportunity to explain the 
matter to them,/ and to place the orders with some other firm. 

We hope to be // able to take more goods from you by 
the middle of the / month. Vourened rs (65) 


2. Dear Mr. Black : 

During the last five years it has been our/ custom to 
supply you with eight tons of coal during the month of / May, 
but this year our records show that we have not received / your 
order. 

We are taking the liberty of sending our representative, 
Mr. Jackson,// to see you next Friday evening. He will be glad 
to arrange / credit terms if you desire them. 

Yours truly, (70) 
3. Dear Sir: 

Thank you for your promptness in forwarding my order 
of /June 12. It was delivered in good condition shortly after 
noon today./ 

As I had customers waiting for these goods, your immed- 
iate shipment of / them saved me the loss of considerable business. 

A cheque to cover the // invoice, less the discount of three 
per cent. for cash, will be / mailed on Thursday, June 19. 

Yours very truly, CTL 
4, Dear Sir: 

The pavement in this street is becoming broken in 
several / places, thereby causing considerable inconvenience to 
the people in this neighbourhood. Will you / kindly have some- 
one from your department inspect the damage and have the / 
necessary repairs made ? 

We trust that you will give this matter your earliest // 
attention, and that we may hear favourably from you within 
the next / few days. 

Very truly yours, (67) 
Nore. If a transcript is made on the typewriter, deduct one mark for each 


error, but if made in longhand, deduct two marks for each error. 
Score. Total the marks obtained in Parts A and B, and divide by TWO. 
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TYPEWRITING—GRADE X 


Instructions: Allow 14 hours for this paper, accuracy test included. 


In marking questions I to IV deduct 2 marks for each 
error or careless erasure. 


1. The two letters printed below were dictated by George 
Brown, manager of the Dominion Sales Agency, Dundas Square, 
Toronto, Ontario. The first, which you will set up in the 
indented, double-spaced style, is to go to John R. Wise, 16 Main 
St., Hamilton, Ontario; the second, which you will set up block 
style with single spacing, is to go to Dixon & White, 312 Sparks 
Street, Ottawa, Ontario. Supply the proper letter-head and 
current date. Use your own initials as Mr. Brown’s_ stenog- 
rapher. 

(Value = 10) 

Dear Sir: In compliance with your request of June 3, we 
will credit your account with $15.00, which is the value of the 
shipment lost in transit on May 23. We regret the loss of these 
goods and the resulting inconvenience to you. Such occurrences 
are few in number, but nevertheless annoying. Yours truly, 

(54 words) 
(Value=15) 

Gentlemen: Re: Municipal Bonds. We hereby confirm 
the offer we made during our conversation this morning to sell 
you bonds of the Municipality of Nipawin, in the Province of 
Ontario, to the value of $15,000 at a price that will yield you 
4.73% interest on your investment. These bonds will mature 
September 1 in each of the years 1948-49-50-51. Our attorneys 
have examined these bonds and have pronounced them a desir- 
able investment in every way. 

The bonds are ready for delivery, and a statement of the 
cost is enclosed. We are awaiting your instructions regarding 
their registration and shall be happy to comply with your wishes. 
Yours faithfully, (111 words) 

[OVER] 


2. Set up the following data on an order blank:  (Value=20) 


The Dominion Products Company, Dundas Square, Toronto, 
orders from Watson Bros., 84 Maine St., Winnipeg: 6 pieces 
Veiling, Beige, No. 488; 4 pieces Cream Flannel, #-yd. wide; 
11 pieces Black Bunting, 23 inches wide; 6 cases Cotton Batts, 
60 XXX; 100 pairs Holeproof Hosiery, Ladies’, assorted ; 
10 gross Domino Buttons, No. 523; 3 gross old Homestead 
Sheets, 72 x 90; 10 dozen Ladies’ Linen Handkerchiefs, No. 1320. 
Use current date. Order number 116. Via Canadian Pacific 
Express. 


3. Prepare a wayside advertisement for a tourist home, using 
the following items attractively arranged : (Value = 20) 
Sunset Lodge. 
Rate $2.00 per day for single room or cabin. 
$3.00 per day for double room or cabin. 
Hot and cold running water, good home-cooked meals, 
excellent fishing, close to golf course, wood and stoves provided 
for cooking, electric light in all cabins. 


4. Enter the following data on a draft form: (Value = 15) 
Amount: $5.00 Payee: Scholastic Bank. 
Date: Use current date. Drawee (Payer): Robinson, Elliot 
No. 126. & Sons. 
* Date due: Estimate from Drawee’s Address: Windsor, Ont. 
current date. Drawer: Office Supply Co. 
Term: Sixty days. per: Student’s Signature. 


5. Speed and Accuracy Test—10 minutes. Marking—Give 
one mark for every 15 net words typed, less one mark for each 
error. 

(Value= 20) Strokes 

Ice skating always fascinates us. To see a graceful 53 
figure skater glide over the ice and draw a neat figure 8 111 
while spinning about on one skate just did something to 167 
us. It made us want to draw a figure or two ourselves; 223 
it made us want to get out on that ice to be admired and 280 
we wanted to hear people say “ah” and “ooh” as we 330 
executed some particularly aesthetic gyration; and it 384 
even made us dig deep into our coffers for the price of 440 


a pair of long tubular skates. 472 


Before we ventured out on the ice, we asked some 
of our skater friends for some pointers and one of them 
said that if we could roller skate, ice skating would be a 
cinch. As we were roller skaters of the first water and 
could do the spread-eagle down the steepest hill, our 
confidence was high as we put on our long tubulars. 
That confidence was down pretty low about two seconds 
after we took our first stride, and before you could say 
“law of diffuse movements” our confidence and I were 
sprawled out not too gracefully on the ice, with our skates 
poised vertically instead of horizontally. We picked our- 
selves up slowly so as not to aggravate any compound, 
comminuted fractures that may have accumulated as a 
result of our first attempt and tried again and again and 
again. Our ambition to make fancy figure 8’s received 
a severe shock, as did many of the more tender and more 
tangible elements of our anatomy, and the best we could 
accomplish that day was a figure 11 on both skates—and 
even that figure was kind of wobbly. At the end of the 
day it occurred to us that the fellow who sold us the two 
skates missed a golden opportunity to sell us three, as 
we could very nicely have used a supplementary skate 
for the part of our body which was on the ice much more 
than our feet! 

But by dint of constant practice, we soon wore out 
the law of too diffuse movements until we could get along 
very nicely with two skates and even the quality of our 
figure 11 improved. Finally, we got to the stage where 
we thought we should do some refining. We could make 
a right turn easily enough, but the left turn had us baffled. 
In the right turn the right foot crosses somewhat the path 
of the left and, being right-handed, we could right-turn 


[OVER] 


521 

Db 

636 

693 

747 

800 

854 

911 

964 
1024 
1081 
1135 
1187 
1245 
1300 
1356 
1412 
1468 
1524 
1582 
1638 
1691 
ioe 
1774 
1825 
1883 
1939 
1995 
2049 
2112 
bil 
2228 


without shifting gears; but the left turn meant the 
reverse process, crossing the left foot over the right. The 
first few attempts at left turns were nothing short of 
tragic. 

Then we decided to go about it systematically. We 
skated around the rink making right turns at every 
provocation and at each right turn we would watch the 
way that right leg crossed the left and observed the 
expression on the left leg as it was being crossed. Then 
we imitated that procedure on the left turn. First we 
had to make the turns in low gear but we got better and 
better until we could turn either left or right quite non- 
chalantly. And so it went with the other frills in skating. 
To-day we still can’t cut a figure but we can stand on 
our skates and have a heck of a good time on the ice. 


2280 
2341 
2896 
2905 
2956 
3007 
3061 
3114 
3172 
3227 
3283 
3340 
3402 
3457 
3510 
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ARITHMETIC—GRADE XI 


Time—2 hours 


Note. Seven questions constitute a full paper. Students must 
do all questions in Part A and any four questions im 
Part B. A book of tables may be supplied for questions 
Gand 8. 


VALUES Part A 


14 1. (a) Find the total duty on 10,000 feet of rubber 
hose invoiced at 373c. per yard, if the specific gaty.t 18 
lc. per foot and the ad valorem duty is 35%. 


(6) When New York funds are quoted at a 
premium of 11% in Toronto, how much is a $100 
Canadian bill worth in New York ? 


13 2. A man’s accumulated savings amount to $7,400 on 
which he receives interest at the rate of 4%. Living in 
a rented house at 450 per month he contemplates the 
purchase of a new home at an over-all cost of $6885. 
Which is cheaper, from a monetary point of view, and 
by how much, to continue to rent, or to buy, if the 
yearly taxes are 37°5 mills on an assessment of $4350, 
insurance 45c. per $100 on $6600 every three years, and 
$75 is spent each year on improvements ? 


13 3. A building worth $64,000 was insured under an 

. 80% co-insurance clause in three companies: with 

Company A for $24,000 at £%, with Company B for 

$18,000 at 2%, with Company C for $10,000 at 3%. 

The building was damaged by fire to the extent of 
$10,400. 


(a) Find the total premium paid by the owner. 
(6) What amount should each company pay ? 
[OVER] 


VALUES 


15 


15 


15 


15 


PART OB 


4. $800. Your Town, June 17, 1941. 


One year after date I promise to pay to 
Liens eae eee W.P; Horwood). Wins, a. CL Oren 
at the Canadian Bank of Commerce, here............ 
Hight Hundred ee eee 00/00 Dollars 
for value received, at 6% per annum. 
Lorne Green. 


The following payments were endorsed on the 
above note: Nov. 10, 1941, $450; Jan 22, 1942, $240. 
Find the amount necessary to retire the note on the day 
of maturity. 


5. A commission merchant sold for his principal 6,000 
bushels of wheat at 85 cents a bushel, charging 3% 
commission. Freight, drayage, and other charges 
amounted to $183.25. With the net proceeds of the 
sale he purchased flour for his principal at $6.25 a 
barrel, charging 3% commission. Find the number of 
barrels purchased and the total commission. 


6. The ownership of a factory building is under dis- 
pute and the occupier pays no rent for four years when 
the court awards the factory to A. At the beginning 
of the fifth year, the occupier pays all the back rent 
together with interest at 5% compounded annually and 
the rent due for the next year. How much does A 
receive if the rent was $4,500 per year, payable in 
advance ? 


7. A Toronto candy manufacturer wishes to buy 
500 lb. of Pecans. A Toronto firm quotes him its price 
as 60 cents per pound, less 20% discount; a Montreal 
firm’s price is 58 cents per pound, less 10% and 10%. 
The freight from Montreal would be $2.50. Terms for 
both firms are 2/10, n/30. Select the better offer and 
pay cash. What is the amount of the invoice ? 


VALUES 
15 


15 


8. (a) Find the value of a: 
24 —34=8y ; 
ety =T. 


(6) Divide 264 into three parts so that the quotient 
of. the first by 8, the second by 12, and the third by 2 
will all be equal. 


9. How much must a man set aside at the end of each 
year for 10 years at 5% per annum compounded annu- 
ally, in order to provide enough money for his son’s 
college education which is estimated to cost $900 per 
year for 5 years (payable at the beginning of each year, 
starting with the eleventh year) ? 
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BOOKKEEPING—GRADE XI 


Time—2 hours 


VALUES 


10 1. (a) Prepare Petty Cash Book with special columns 
for Freight and Express, Advertising, Postage, and 
General Expense and enter the following items: 

May 2 Cashed cheque favour Petty Cash, $50. 

3 Paid freight, $3.75; collection and exchange, 
65e. 

5 Bought postage stamps, 100 3’s. 

9 Paid express, 75c; Johnston’s delivery, $1.25 ; 
collection and exchange, 45c.; Acme Sign Com- 
pany, $1. 

12 Paid Daily Times for advertisement, $1.20. 
Exchange, 15c. 

14 Paid freight, $3.15; Postage, $2. 

15 Received replenishing cheque. 


2 (b) Close Petty Cash Book and bring down balance. 

4 (c) Give in General Journal form your General 
Cash Book entry on May 2 and for replenishing cheque 
May 15. 


2. Make entries in General Journal form for the 
following, indicating in each case the proper journal 
that should be used in regular business routine : 

2+3 May 4 Received a 30-day note dated May 3 for $350 
=e} from Ross Stevenson to apply on his account. 
Discounted at 79% Ross Stevenson’s note at the 
bank. Proceeds deposited. | 
June 6 The bank notifies us that Ross Stevenson’s note, 
endorsed by us has been dishonoured and is 
charged back to our account. 
6+2 June 8 Received from Ross Stevenson a 30-day note 
=f dated June 6 for $250 and a cheque for the 
balance of his note of May 3, and interest on 
the new note at 6% per annum. Mr. Steven- 
son’s note of June 6 was subsequently paid 
when due. [OVER] 


bo 


VALUES 


15 


15 


3. On May 1, 1941, Roger Larson’s General Ledger 
showed in Accounts Receivable, $863.40, and in Accounts 
Payable, $1917.47. 

The General Journal shows entries for the follow- 
ing transactions : 
May 12 C. Boyd’s 30-day draft for $125 left at the 
bank for collection was returned unpaid. 
19 T. Russell’s account, $87.50, was written off 
as bad. 
25 T. Brandon & Co. prepaid freight charges for 
us on goods purchased from them, $15. 
On May 31, 1942, these totals appear in the 
journals : 


Sales Journal $18,346.15 
Purchase Journal 12,624.83 
Sales Allowance and Returns Journal 187.22 


Purchase Allowance and Returns Journal 315.62 
Bills Receivable Journal 


Face Value Column © 8,314.61 
Disc. Sales Column 127.40 
Accounts Receivable Column 8,442.01 
Bills Payable Journal 
Face Value Column 4,816.33 
Dise. Purchase Column 1143 
Accounts Payable Column 4,927.76 
Cash Journal, Type II 
Dr. Side—Accounts Receivable 3,841.42 
Dise. Sales 129.67 
Bills Receivable 2,764.10 
Sales 3,164.20 
Cr. Side—Accounts Payable 5,621.47 
Dise. Purchases 412.36 
Bills Payable 2,485.00 
General Expense 475.00 
Required : 


(a) Rule up control accounts and enter balances. 

(b) Set up entries in the General Journal, close 
and post to control accounts. 

(c) From all the other journals post the totals that 
affect these control accounts; insert initials of book of 
entry from which each posting is made. 


VALUES 
10°%:3 
+9 


4. Using columns as indicated, record the following 
transactions in a cash journal. Rule and close the cash 
journal. 


Nore. All receipts are deposited daily, {% exchange on 
all cheques. 


Receipts. 
Discount Sales Dr., Accounts Receivable Cr., 
General Cr., Exchange and Bank Charge Dr., Bank Dr. 


Payments. 
Discount Purchase Cr., Accounts Payable Dr., 
General Dr., Expense Dr., Bank Cr. 


Oshawa, May 1, 1942. Joseph Walsh continues 
business with $3215.18 in the Dominion Bank. 


May 3 Received cheques as follows: J. Leckie in pay- 
ment of his account, $29.14 less 3%; W. Black 
in payment of his note, $82.20, and interest 
accrued $1.45. 


6 Remitted to Moon Brothers a bank draft pur- 
chased by cheque, exchange 4%, for invoice 
No. 312, $850.50 less 3%. Gave Verne and 
Company our cheque to pay for invoice of 
April 26, $137.46, terms 3/10, n/30. Received 
from M. Shantz a bank draft for $210.00 on 
account. Bank reports a sight draft drawn on 
S. White for net amount of bill $90.40, 3/10, 
n/30, collected and proceeds placed to our credit 
less collection charge 15c. 

6 Cash Sales, $174.56. 


9 Paid freight bill, $14.31; general expenses, 
$9.50. Proprietor withdrew $30.00. 
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BUSINESS CORRESPONDENCE—GRADE XI 


Time—2.. hours 





Value for each question = 20 marks. 


1. Correct punctuation, grammatical errors, and sentence 
structure in the following sentences : 

(a) These kind of books are certainly expensive. 

(6) The boys rushed in to tell us that they had won the 
game, naturally we were delighted. 

(c) We have less men unemployed now than we had a 
year ago. 

(d) Lost, a silk umbrella by an old gentleman with a 
carved ivory head. 

(e) Either you can take the bus or go by train. 


(f) The captain’s wife wore a diamond pin in her hair 
which had been bought in Paris. 


(g) I almost caught ten fish last Saturday. 
(h) After bolting my sandwich, the train pulled out. 
(7) I have read the diary my sister wrote three times. 


(j) He struck the gold-fish bowl with his head which was 
fortunately empty. 


2. Write a précis of this newspaper report, reducing it to 
one-third of its length (about 100 words): 
Millville, Ontario, June —. The Town Council met last 
evening with all the members present. The Reeve and Coun- 
cillors took the usual oath of office. 


A delegation came to protest against the establishment of 
a manufacturing business in a Maple Street residential section. 
A petition was presented by twenty-one householders, who view 
with alarm the intended establishment in their district of a 
canning factory, claiming that there would be both obnoxious 
noise and odour from the concern. After a lengthy discussion 
the Council finally agreed to refer the matter to the Municipal 
Board for a ruling as to whether or not the section in question 

[OVER] 


is a residential district. Reeve Smith expressed the belief that 
the area was a residential area only. 

“We have no desire to hinder industrial progress in Muill- 
ville, but we would like to’ keep the industries where they 
belong’, a deputation of spokesmen declared. <A representative 
of the plant in question assured Council that there would be no 
odour from the establishment and that no noise would be heard 
outside of the plant. 

Councillor Wilson mentioned the value of this plant to the 
community and the fact that it would employ a number of 
young women. 

The next matter discussed was the placing of traffic lights 
at the main intersection of John and Main Streets. Councillor 
Johnson enquired about the cost of these hghts and whether the 
town would have to bear the whole cost or whether the 
Provincial Government would pay part of this. Constable 
Black stressed the fact that the intersection was “dangerous ” 
and that it required the immediate attention of the Council. It 
was finally decided to refer the matter to the Police Committee 
for further consideration. 

Reeve Smith listed four car accidents, three cases of speed- 
ing, and one car stolen in the last month. The fines and costs 
collected amounted to $119.00. The Council then adjourned. 


3. In response to a mail order sent to the T. R. Smith Co., 
14 Adelaide St. West, Toronto, you have received the goods and 
find that all the articles are satisfactory except a lady’s coat 
which is not the right shade of green. One of the button-holes 
on the garment is defective as well. Write a letter of complaint, 
stating what is wrong with the coat and asking for another in 
its place by return post. 


4. You have an old-fashioned ice-box and you wish to trade 
it in on a new electric refrigerator. Write to the Royal Refrig- 
erator Co., 11 James Street, Hamilton, Ontario, for information 
concerning the sizes, special features and prices of their refrig- 


erators. Enquire what the trade-in value of your ice-box 
would be. 


5. Write a letter to the Universal Accident and Guarantee 
Corporation, Head Office, Ottawa, enquiring for rates and full 
information on one of their Sickness and Accident Policies, 
which would be suitable for a member of your family who is 
working. It will be necessary to state the age and present 
occupation of the person on whose behalf you are writing. 
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BUSINESS LAW—GRADE XI 


Time — 1 Shours 


I. Within the bracket before each of the following statements 
print “T” if you think it is true or “IF” if you think it is false: 


iy 


2. 


oie 


10: 


12. 


Po: 


14. 
15. 


Se 


( 
( 


) 
) 


Nee” See” 


(Valne30.% T= 30) 
Only one judgment can be obtained on a joint and 
several note. 


Specific performance cannot be enforced in contracts 
for the sale of land. 


Small damage actions are heard in the Division Court. 
Where an offer is made by mail the contract is not 
closed until the letter of acceptance is received by the 
offeror. | 

Misrepresentation in a contract is not grounds for a 
damage action. 


An accommodation note may be collected by a_ holder 
in due course. 


A promissory note dated on Sunday cannot be collected. 

Silver coin up to $20.00 is legal tender in Canada. 

No days of grace are allowed on an instalment note. 

All cheques are payable on demand. 

A owes B $100. B assigns the debt to C, and notifies 

A to that effect. A may refuse to be bound by the 

assignment. 

Contracts which cannot be completed within a year 

come under the provisions of the Statute of Frauds. 

A writes B offering to sell B his car for $500. B writes 

in reply that he will pay $450. Hearing nothing 

from A he writes again agreeing to pay $500. There 

is a contract. 

Contracts for the sale of land must be in writing. 

A promissory note reads, “I promise to pay $100 with 

interest etc.” 6% interest can be collected on this note. 
[ovER | 


16. ( ) Specific performance can be enforced in contracts for 
personal services. 

17. ( ) Consideration in a contract need not be adequate. 

18. ( ) A written promise to pay an outlawed debt will 
revive it. 

19. ( ) Death of either party concerned before the acceptance 
of an offer will cause the offer to lapse. 


20. ( ) A, age 18, trades cars with B, age 40. B can force A 
to trade back as A is a minor. 


21. ( ) A cheque made payable to bearer on its face may be 
made payable to order by endorsement. 


22. ( ) An offer, once made, cannot be revoked until a reason- 
able time has been allowed for acceptance. 


23. ( ) Sunday is a legal holiday. 
24. ( ) All negotiable instruments bear interest after maturity. 


25. ( ) Breach of Warranty is ground for an action for 
damages. 


26. ( ) Fraud renders a contract void. 
27. ( ) Simple contracts outlaw in five years. 


28. ( ) The consideration in a negotiable instrument must be 
money. 

29. ( ) Where a person signs a promissory note under an 
assumed name he is liable thereon as if he signed his | 
own name. 


30. ( ) A mutual mistake as to the subject matter of a 
contract will void the contract. 


II. Complete each of the following sentences with an appropriate 
word or words: 
(Value, 15 x2=30) 


1. The highest court of appeal in criminal cases is......... 


e¢ @ 0 6¢@ Fe 6 6 6 es @ Deve 6 i ‘e-» oe (06 0 . owe) (0 0, 0 @ 6 le) le ex e+e 6) oye & Bib aller ume eo) eme smn 


2. The general legal rate of interest is...-...... 40 ).5 Pee 


3. The statute which bars action on contracts after a certain 


number of VOATS 1S... ch a's Riese Soed ho koe oe a 
4. Contracts under ‘seal*are known'as ....0).. 0.2. eee 


5. When the last day of grace in a negotiable instrument falls 


on a legal holiday, the bill 1s duels, . amen ee er 


6. A draft drawn April 5, 1942, at 30 days after sight, and 
Bere Meh TSG oe hese cee ow dy cic eiela ies ahh wicehe,s 


7. The law requiring written evidence before legal action can 


be taken on certain types of contracts is ........0...00000-- 
8. Contracts which may be set aside or enforced at the option 
SieoneGe ene parhies are said'to be ts... ch svete cote wee 
9. Where the parties to a contract agree in advance as to the 
amount of damages to be paid in event of breach of contract, 


RnR record U0 DG. 5.0. sip eile noe eee ope oe 8 


10. A court order restraining a person from doing what he 


Sr L Cre SNOU LOOMIS Ca llOU «aoe Bete orth he etek ela ys 


11. Threat of physical violence used to induce a person to sign 


Sern Ree CTT OUI ek Ae haeicac x 5s Sek Soro re RUT oe PN ee ie leanne ae 's 


12. An action to collect a promissory note of $700.00 would 


eC da ee eee) rae Meee ae deat oe 8? fs), court 


13. An agreement whereby a money payment is substituted 


for Pewioeinance Ola Contract is called era hse cm 6. cde... 


14. A minor’s contract is valid if it is for the purchase of .... 


iS Sac eis sata 60 ee «© 6 An 8 © eo. 6 «¢ ¢'s © ©). 8) @ A 8 6 lee Se 6516 0° 0, @ by @ 6 0 @ Se fe) ote 6 @ 


15. One who unintentionally deceives another in making a 


er Ma PO Ltr es Sn er eM erste oo fae tos es ees 


III. In each of the following cases, give a decision with reasons : 
(Value, 8 x 5=40) 

1. Adams discounted a note for Brown. The note was signed 
by Smith as maker, payable to bearer, and Brown did not 
endorse it. The note was dishonoured at maturity, and Smith 
could not be located. Adams takes action to recover from 
Brown. Is Brown liable ? 


2. Black enters into a written agreement with White that he 
(Black) will deliver to Green on May 15 certain goods. Black 
fails to live up to his agreement. Can Green sue him ? 

[OVER] 


VALUES 


bo 


4. (2) What is meant by the term “middleman” ? 

(b) Name three types of business concerns which 
profess to eliminate the middleman. 

(c) The wise manufacturer is continually studying 
the market in which he can sell his product. Explain 
how any three factors affect the volume of his sales. 

(d) Name three different kinds of markets and 
give one example of each. 


(e) Define market price. 


5. (a) Define utility. Give one example of each of 
the following utilities : elementary, form, place, and time. 
(b) Standards of living differ as between different 
classes of people within the same country and between 
one country and another. Explain. 
(c) Describe briefly at least four factors which 
determine the localization of industry. 


6. (a) Explain carefully four advantages and four 
disadvantages of specialization in industry. 
(6) What are the advantages of geographical 
division of labour ? 


(c) Give three examples of geographical division 
of labour ? 


7. (a) Name four common types of business organi- 
zation. 
(b) State one advantage and one disadvantage of 
each of these four types. 


(c) Why does the Dominion Government operate 
the Post Office ? 


8. (a) Why might the citizens of Montreal be opposed 
to the development of the St. Lawrence deep waterway 
project ? | 

(b) What is the relative importance to our 
economic life of four modern methods of transportation ? 

(c) Why cannot a railroad charge the same freight 
rate for a ton of coal as for a ton of oranges ? 


VALUES 
15 9. Write a brief essay on any one of the following: 


(a) The owner of a business is entitled to reason- 
able profits. 


(6) The advantages and disadvantages of large- 
scale production. 


(c) The four phases of the business cycle. 


(d) Manufacturing before and after the Industrial 
Revolution in England. 
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SPELLING—GRADE XI 


INSTRUCTIONS : 


Dictation time—45 minutes. 


Total marks—100. 


Deduct 3 marks for each error. 


The dictator will give the meaning of each word in A, or illustrate 


its meaning by using it in a sentence. 


Before the papers are 


collected he will re-read all the words and sentences. 


especially 
convertible 
beneficiary 
clientele 
competitive 
documentary 
indemnity 
marginal 
pecuniary 
subsistence 
testimonial 
acerue 
recommendation 
debenture 
insinuate 
legitimate 
subsidiary 
contemporary 
ordinance 
reciprocal 


A 


abbreviates 
competent 
separately 
comparable 
specie 
adequate 
hypothecate 
prohibitive 
monetary 
bituminous 
sovereign 
granary 
mercantile 
conciseness 
clerical 
actuary 
affidavit 
allotment 
contingency 
demurrage 


B 


deteriorate 
embarrassment 
managerial 
nominal 
fraudulent 
discrepancy 
prospectus 
waiver 
precedent 
punctuation 
Bradstreet 
assignee 
comptometer 
consulate 
manifold 
photostat 
pneumatic 
reference 
temporary 
automatic 


1. Travellers’ Cheques should be carried on the trip to Hawaii 
as they are easily convertible into the currency of any civilized 


country. 


2. Terminal facilities for the Asiatic trade routes are not 
designated in the current issue of the Maritime Journal. 


[OVER] 


3. The discrepancy between the operating expenses according 
to the revised statement and the actual disbursements in the 
hosiery department may be explained in a legitimate manner 
by the official of the audit bureau. 


4. Kindly advise all associate organizations of the impending 
changes in our financial status. 


5. A preferential tariff on certain specified goods will not 
necessarily ensure prohibitive prices on similar goods from other 
countries. 


i 


co oO =I 


19. 
. Scotland .. 
21. 
22. 
23. 


oo of ®F WB 
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STENOGRAPHY—GRADE XI 
Part A 


Time—30 minutes 


Write the outlines for the following words, short forms, 
contractions and phrases in the space provided : 


illustrated . 


i SEOULEr =... 
. Imperial ... 


. substantial 


communism 


. woollen... 
. commercial 


. comparison 


mentioned. 


scientific ... 


treasurer .. 


English ... 


librarian .. 


embarrass . 


wri kt-e) 0) © @) 1e lel ose. veils 6 


Sim ewatieh ars) Wilms! fe eiat wie 


=e vie 2 0) ©. 6 © #6 ele 6 © 


Se 6 wets bo & fe soo ice te ce 


RW ew fae) ih web 8) Ole se <6 


oie Owe We eet hee Oey e es 


he, le ee ee eee ha Kae <x 


MOD AORICLOD br die ek ek 
10. 
LT, 
12. 
13. 
14, 
. withhold .. 
16. 
ry. 
18, 


Sika wiiwie | we) eae AR Oe Oe, ee 


fale 4) eee uelie! shaw cet aw isl 6: io 


Py nt Cen ee et el ae er ee We ee a 


MMCSHOUUAIC . .. 6.6. ess ese: 


prepared . . 


inoculate. . 
enthusiasm 


foundation 


24, 


2 


Or 


SCCOMMMOCALION 2. 4, :.. 2k 


. administ 


CACO e eR. eles & wks 


PELE WOLLIC DOT e ere oe 


Teo OPTIOCL Chem ne ew 2 dbs -« 


38. 
39. 
40. 
41. 


43. 
44. 
45. 
46, 


. painter . 
. delicious 


2. tenderly 


. valuable 


. heroic .. 


. appropri 


SLUT ane te erry ae se = 


JONG NOUPOr: tid Giemsa fc). 


Ser ere ae we ee 26 Bee 8 


SIR NC te SE eat ee it Ae et et ee er 


ee she? em eel ©. ) ee) 6) 6) i» fe 4. e.@ 6 


eer see We merrier 66 -it'e > 


weLevies Ge eis eee whieh Oe ea) ia 6. 


Ves Jee we Ke) ©. 6. ee) 88 ee Le 


Pratap ven et, ate ies sa". kc, s 


athON EGLO ead 


CONTIG EL MRLAIVE ee Bas UG ibe est. ol 


doubtful 
Oshawa 


luxury . 


. creation 


TICSSi meth tsa a. teat erabon sictets 


a, Mee Ke) es, @. weenie es 6° Oe Bliefe 


re ecard wee a) oth © eae wt 


IHN GRY Slo wares oy, athe 


HISTO ck sa eee eee 


wheneve 


sensibly 


UChr arte OF CPO Aer Dera 


© 2s Ce ee ae ee ee 


A]; OTZAniZer. Genta k eee ee 74, telegraphic . <2. 2.0 >a eee 
48. Uniformity ee ee eee 7D. OA GeTOUS# | sat > <a nen 
49> archi tecty..ee cs eer ane 76 prosperity, . 4... : eee 
50. <onéselis. ae at ae eee 77. Warehouse:..- ae ae 
51 .appoimtment. eae see eee 78. transcription t.....5 ee ae 
52) chapter 0. ae es eee ee 79. mortgaged —....0) =. eee 
53, macnificenti.. | peee meee eee S0-Spatrerns a eee PA 
64.- public, corporationa-cee 81. accompaniment. 9) .. (2a 
5D. inhospitableewe eee ee 82. recommendation .......... 
56. government finance........ _ 83. illegal <4. eee : 
D7. CINGTEENCY. 65 eee eee 64. instructive .. 0.450. eee 
5G; Stren UUs eee ee 85. instrumental............+- 
HO TUIMIbUTe he. ee eee eee 86. inhuman ..)..2. <5 eee 
60> a VIatGte ae eine a eee S75 10scroll a. See ; ie 
612 social: Geer hothaet ree ke 88. remainder .... +2. eee 
62; identical. en see eee 89. irresolute’........ +) nee 
63, administrative... nee ane 90. British Government ....... 
64, self-conscious .0.05 2 ee ee 91.virregular. 23-3 eee em 
65,; transcribed seem. ene 92. interfere =... oe 

66. bankruptty.ee eee eee 93. introduction.... ....5 eee 
67, “Sensi Dilityes ee ee eee 94, interval’. .... 0.22... 
68. architectire ie 2 meee ee 95. commerce ...:.. sere oe 
69. Lilin  scaye open eee 96, UNCOMMON 5. eee oe 
70. national defence............ 97. incomprehensive.......... 
V1, entertalnmetitns <7 eee 98. self-defence .... -.....008 
72.. Colonel. Jacksons eae eeeeee O90. aseliish<775, sy senate : oss ae 
73. Shorter. 2.34 eee ee 100. “transpose... 5 «2 ae ee 


Allow 1 mark for each word, phrase, contraction, or short 
form written correctly. 
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STENOGRAPHY—GRADE XI 
Part B 





INSTRUCTIONS: Dictate the first four letters at 90 words per minute, 
and the last letter and article at 80 words per minute. Read each 
group of words as indicated in 15 seconds. Allow a one-minute 
interval after each letter or article, 10 minutes for the revision of 
-notes, checking spelling with the dictionary, punctuation, ete., and 
50 minutes for transcription on the typewriter. 


1. Dear Sir: 


Please accept our thanks for the order given in your letter 
of May 15. We regret that owing to unsettled business / condi- 
tions we cannot fill your order with our usual promptness. 


We hope to get the rough castings from the factory by the 
/ 25th of this month. If this is satisfactory, and you will so 
inform us, we shall be glad to fill your order as/ soon as we are 


able. 
(Value = 11) Yours very sincerely, (76) 


2. Dear Sir: 

You already know from our recent letter that we would 
like you to open an account with us for your convenience / in 
purchasing your stock of spring clothing. 

Please be assured there will be no further formality about 
the account or requirements as / to references. 

This letter or your business card will be sufficient intro- 
duction. 

All accounts, we might add, are rendered on the fifteenth 
of / the month and are due ten days later. 


(Value=12) - Very truly yours, onu) 


3. Gentlemen: . 

Weare sorry to learn from your letter of June 15 that you 
do not think you will be able to meet / your obligations which 
fall due on the 25th. We regret to hear this, but in view of 
the length of time the / bill has been outstanding, we feel that 
we must insist on settlement. 

[OVER] 


We think you will admit that we granted you good terms 
/on the goods you purchased, and adequate time in which to 
make payment. Therefore, we hope you will make every effort 
to // settle this account promptly. 


(Value =73) Yours very truly, (97) 


4. Dear Sir: 


Your letter of the 15th in which you ask us to ship you 
20 boxes of No. 1 butter reached us/ this morning. Owing to 
the rise in the cost of cream, we are obliged to increase the price 
to 43c./a pound. We shall be glad to fill your order at this 
price. Please wire us on receipt of this letter, and we / can 
deliver it to your store promptly. 

We thank you for the enclosed cheque amounting to $375. 
This pays // your account in full up to the first of this month. 
We appreciate your business very much, and we wish you to 
know / that we are ready to serve you at any time. We have 
many customers in your city, and we endeavour to give / each a 
daily delivery service. 

We hope to receive your order very soon. 
(Value= 23) Yours very truly, (151) 


5. Dear Sir or Madam: 


The challenge which faces our country was never so serious 
as it is to-day. While we/ have no doubt of the final outcome, 
it 18 imperative that all Canadians should do their part in aiding 
Canada / to meet the obligations which have been assumed as 
her share in helping to win the war. 


As financing the / war is one of the vital problems we 
have to face, the co-operation of every citizen is essential. Each | 
has //a duty to build up his or her savings account since the 
monies can be used to purchase war bonds/and War Saving 
Certificates to help finance the war generally. 


We invite you to open an account with this bank./ You 
may be confident of prompt, careful and courteous attention in 
every department. May we add your name to our/ steadily 
growing list of customers ? 


(Value = 24) Yours very sincerely, (148) 


6. In the manufacture of paper from wood pulp there are, of 
course, no secrets in the broad sense of the / term, although in 
the manufacture of certain papers strict secrecy is always main- 
tained. The general principles, however, are well understood / 
and the routine in one plant is very much like that in another. 


Each plant develops its own particular process /in secret, and 
effects economies here and there. There is the effective use of 
by-products that would otherwise be // waste. There is a 
constant effort to use native materials and chemicals and with 
this object in view the larger/ mills carry a staff of skilled 
chemists whose work has proved invaluable. (113) 


(Value =17) 


SCALE FOR MARKING TRANSCRIPT 


Note: Evaluate each question as a unit, and allow a propor- 
tion of marks if the last question is unfinished. 


MAJOR ERRORS 


Deduct TWO marks for each of the following: 


1. Omission, addition, substitution or transposition of any 
word or figure (except the articles a, an or the). 

2. Misspelled word (except the transposition of letter, ie., a 
typing error). 

3. Gross error in punctuation (e.g., incorrect use of the apos- 
trophe, period, question mark, etc.) 


MINOR ERRORS 


Deduct ONE mark for each of the following : 
1. Minor errors in punctuation (e.g., comma, paragraph, 
hyphen, etc.). 

. Incorrect use of the articles a, an, or the. 

. Change in number, tense or derivative. 

. Typing error (transposition of letters). 

. Poor erasure. 

. Incorrect syllabication. 


S Or W bo 





ay - fi a” 
"i 4 P 
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2 oy yah. 
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i 
\ 
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TYPEWRITING—GRADE XI 


Instructions: Allow 14 hours for this paper, accuracy test included. 


In marking questions I to V, deduct 2 marks for each 
error in copy, arrangement, or careless erasure. 


1. The following letter illustrates the difficulties encountered 
in making a transcript from shorthand notes. There are choices 
to be made in words, in spelling, punctuation and paragraphing. 
Capitals have to be supplied. Set the letter up correctly, supply- 
ing the address, correct letterhead, current date, etc. The letter 
was dictated by William Stanfield, Collection Manager for the 
Dominion Products Company, Dundas Square, Toronto. 


dear sir (threw, through) no fault of (ours, our’s) the (fruit, 
freight) sent to you on september 30 was spoiled we have 
definitely ascertained that the railway company left the consign- 
ment in the express car over the week end instead of having it 
delivered to you or put in cold storage now there is a vital 
(principle, principal) involved in this circumstance who is 
morally as well as legally bound to pay the loss on perishable 
goods when they deteriorate prior to delivery we (contend, 
content, contained) ourselves that we should be paid for the 
goods you did not (except, accept) them on two grounds 1 they 
were of no value to you 2 if you had (excepted, accepted) them 
you would have had to pay for them (there, their) remains the 
railway the third party to the transaction surely it is bound to 
pay for goods (accepted, excepted) by it in good condition if it 
fails to deliver them in good condition we shall look therefore 
to the railway company to (reimburse, indemnify, remit, repay) 
us to the full value of the shipment this letter is written merely | 
to free you from any lurking suspicion that we might be expect- 
ing you to pay for the goods we regret the incident and the 
inconvenience you have been caused and hope that future ship- 
ments will reach you in a (saleable, salable) condition yours 
sincerely collection manager. (Value= 20) 


[OVER | 


2. The Canada Year Book gives the Gross value of Agricul- 
tural Revenue in Alberta for the years 1935 and 1936 for the 
items named to be as follows: 


FIELD CROPS 1935, $93,687,000; 1936, $98,914,000 


FARM ANIMALS 1935, 21,382,000; 1936, 22,008,000 
WOOL 1935, 348,000; 1936, 575,000 
DIARY PRODUCTS 1935, 14,357,000; 1936, 15,756,000 
FRUITS 1935, 2,247,000; 1986, 1,202,000 
HONEY 1935, 99,0003 1956, 167,000 


Give this tabulation a suitable heading and set it up so 
that the items are in a column at the left and the amounts for 
each year are in the two columns at the right. Total these two 
columns. (Value = 10) 


3. On the accompanying Customs Refund Claim Sheet, fill in 
the following information on the lines designated: 


(1) 386, 97, Toronto, Ontario. 

(2) Thursday 

(3) Seventeenth, April, 41. 

(4) 63. Cross out “ (or) Ex-warehouse Entry No.” 

(5) Brazil, SS. Ponce de Leon 

(6) Santos Coffee 300 ewt. $6,000.00 20% $1,200.00 


(7) Para Rubber 800 cwt. 9,500.00 25% 2,375.00 
(8) Cotton-seed Oil 300 gal. 600.00 124% 75.00 
(9) Hides 75 ewt. 2,800.00 15% 420.00 


(10) Damage in transit by sea water. 
(11) Santos Coffee 300 cwt. 3,000.00 20% 600.00 


(12) Para Rubber 800 ewt. 7,000.00 25% 1,750.00 
(13) Cotton-seed Oil 300 gals. 600.00 124% 75.00 
(14) Hides 75 ewt. 1,000.00 15% 150.00 
(15) We 


(16) $1,495 

(17) Toronto 

(18) 17th May 41 

(19) Your own name 

(20) 17th May 4) 

(21) the damage by sea water to be very extensive, thus 


reducing the value of the goods to the importer by at 
least 50%. His claim for refund is very reasonable. 


(22) John Doe. (In writing) (Value=25) 


Page 3 
4. This personal letter, written by Mary Jones, who has 
entered the office of the National Biscuit Company, contains 
many references to office equipment and procedures. Mary 
could type but she did not know the names of the machines or 
the meaning of the terms used. Set up this letter, neatly spaced 
on a full-sized sheet, substituting the correct terms for the words 
in italics. 

Dear Jean: Life is full of surprises for me here. Every- 
where I turn there is work to be done. I had barely had time to 
hang up my hat when there was a buzzing at my ear. I jumped 
right out of my chair but I learned that that noise was only the 
little electric doo-dad that tells me the boss wants me. I went 
into his office and he handed me a couple of cylindrical phono- 
graph records. All he said was, “Type those.” Well, I thought 
he was balmy but was wise enough to look around my office to 
see what I could do with those records. There was a contrap- 
tion like a phonograph close to my desk. I got it going and 
would you believe it, I heard the boss’s voice. Letters—there 
were eight on those two records. One of them spoke of paying 
the railway company for failure to unload a car im a given 
time. Another was about a repayment of a duty on mirror 
glass. From another letter I learned that a radio message can 
be sent in one direction only. I had to enclose $1.50 in another 
letter to pay for a message sent through the air by the boss to 
his wife in mid-Atlantic. 

I had hardly finished those letters when a boy in a uniform 
handed me a little envelope with a very abbreviated address on 
it asif the writer were too hurried to write each word out. 
Inside the envelope were just two words—Ripta Niyhd—some 


foreign language, I guess. “ Look in that dictionary-like book 
for the meaning of those words,” said the boss. I did. “Now 
post those letters,” said he. “ Please, I have no stamps,” said I. 


“Oh, just run them through that little machine there,” he 
answered. Another surprise—they came out of it with the 
correct postage stamped on each letter. As I was leaving for 
the post office, my employer handed me $353.00 and asked me to 
get a receipt for postage on three thousand circulars and 
deposit $3.00 with the postmaster for the rent of an electro 
which I was to bring back with me. 

In the afternoon I had to go to the Customs Express Office 
with a little card they had sent us tellong of the arrival of a 
parcel from foreign parts. By paying the express and the duty 
I got the parcel out of—now what was the word? Next day I 
had to take some money to the bank. I filled in a little slip of 


[OVER | 


Page 4 


paper with the number of one’s, two’s etc. and shoved it with 
the money at the man behind the grill. I told him I wanted 
to send my mother in Orillia, $25.00. “I can fix that,” said he. 
In a few minutes he came back with two official-looking papers 
—one, he asked me to sign; and the other, for which he charged 
me $25.15 was the sort of paper that asked the branch of the 
Bank wn Orillia to pay my mother $25.00. 


All this happened to me in less than two days. Besides I 
learned the name of that little machine with six rows of keys 
with figures on them and a roll of paper at the back, of an 
instrument for speaking to a number of other offices at the same 
teme, of the machine for making a lot of copies from a stencil, 
of a machine for putting the addresses on letters—and many 
other things. I think being in an office is just thrilling. 


Yours affectionately, 
Mary. (Value=25) 


5. Speed and Accuracy Test—10 minutes. Marking—Give 
one mark for every 15 net words typed, less one mark for each 
error. 

(Value= 20) Strokes 


Ice skating always fascinates us. To see a graceful 53 
figure skater glide over the ice and draw a neat figure 8 111 
while spinning about on one skate just did something to 167 
us. It made us want to draw a figure or two ourselves; 223 
it made us want to get out on that ice to be admired and 280 
we wanted to hear people say “ah” and “ooh” as we 330 
executed some particularly aesthetic gyration and it 384 
even made us dig deep into our coffers for the price of 440 
a pair of long tubular skates. 472 

Before we ventured out on the ice, we asked some 521 
of our skater friends for some pointers and one of them 577 
said that if we could roller skate, ice skating would bea _636 
cinch. As we were roller skaters of the first water and 693 
could do the spread-eagle down the steepest hill, our 747 
confidence was high as we put on our long tubulars. 800 


That confidence was down pretty low about two seconds 854 


after we took our first stride, and before you could say 
“law of diffuse movements” our confidence and I were 
sprawled out not too gracefully on the ice, with our skates 
poised vertically instead of horizontally. We picked our- 
selves up slowly so as not to aggravate any compound, 
comminuted fractures that may have accumulated asa 
result of our first attempt and tried again and again and 
again. Our ambition to make fancy figure 8’s received 
a severe shock, as did many of the more tender and more 
tangible elements of our anatomy, and the best we could 
accomplish that day was a figure 11 on both skates—and 
even that figure was kind of wobbly. At the end of the 
day it occurred to us that the fellow who sold us the two 
skates missed a golden opportunity to sell us three, as 
we could very nicely have used a supplementary skate 
for the part of our body which was on the ice much more 
than our feet! 

But by dint of constant practice, we soon wore out 
the law of too diffuse movements until we could get along 
very nicely with two skates and even the quality of our 
figure 11 improved. Finally, we got to the stage where 
we thought we should do some refining. We could make 
aright turn easily enough, but the left turn had us baffled. 
In the right turn the right foot crosses somewhat the path 
of the left and, being right-handed, we could right-turn 
without shifting gears; but the left turn meant the 
reverse process, crossing the left foot over the right. The 
first few attempts at left turns were nothing short of 
tragic. 

Then we decided to go about it systematically. We 
skated around the rink making right turns at every 


provocation and at each right turn we would watch the 


[OVER] 


OLY 

964 
1024 
1081 
1135 
1187 
1245 
1300 
1356 
1412 
1468 
1524 
1582 
1638 
1691 
Tot 
1774 
1825 
1883 
1939 
1995 
2049 
2112 
2171 
2228 
2280 
2341 
2896 
2905 
2956 
3007 
3061 


way that right leg crossed the left and observed the 
expression on the left leg as it was being crossed. Then 
we imitated that procedure on the left turn. First we 
had to make the turns in low gear but we got better and 
better until we could turn either left or right quite non- 
chalantly. And so it went with the other frills in skating. 
To-day we still can’t cut a figure but we can stand on 
our skates and have a heck of a good time on the ice. 


3114 
3172 
3227 
3283 
3340 
3402 
3457 
3510 


Commercial Diploma LEramination 
JUNE, 1942 


ACCOUNTANCY PRACTICE—GRADE XII 


Time—24 hours 


1. The Trial Balance of the general ledger of The Graydon 
Manufacturing Company, Limited, taken December 31, 1941, is 


as follows: 
POCO LINO A VOLG fos ies ta 2S Ried ieinie vests $ $ 2,500.00 
NU cenvaye- al atstes) hy 40): re 15,000.00 
SHWE A VADIC ty dette. fcc Bae ike: 2 7,500.00 
h RUNCE ALES 100 Sh a eee a 10,000.00 - 
Pea ule OCK ernie. fred) -2 stoi mate, oy 165,000.00 
Inventories, Jan. 1, 1941 
ITSO HOOU Se pe veie Gree Soe, eet est. 2 8, Syn 15,000.00 
Paar ie Sesttte tak. os nk ne hk ceed 125,000.00 
WY Oriel L, PTOCESG lea tee 4.5. Py en ets 50,000.00 
Pianos VAGhinery: sas seta Gat ke 25,000.00 ° 
Erouw and OSStACcOUN sn oso. woe « 25,500.00 
Reserve for Bad Debts ............. 500.00 
Administration Expenses and Salaries — 6,000.00 
Peat RAAT OOS os ctrl arte os Se ee kd << 750.00 
sO Lees eee ee tts ca eiece cal b 250.00 
TEC MOU VN YY S.OC8 ete ant oa ot gree 25,000.00 
PA CLOrvs Hx PCUSAl ea. akc ete acts «SG 2,500.00 
Terie neta te No) Pek hee Chae ol 8,000.00 
RIEU GCE ens RE age ore cta ke 4,000.00 
Inward Freight on Raw Materials ... 1,000.00 
RPACUINETY: MeDAItS os. eat. kong: oes 1,500.00 
Raw Material Purchases............ 125,000.00 
FoR feet oy ad 4,500.00 
Sales of Finished Goods............ 225,000.00 
PTE WATtIR ET OLO bas osc ss te oes art a ois 0s 1,000.00 
Travellers’ Salaries and Expenses . 3,500.00 
a ee i ee Ml ie aw win AV ae 4 es 3,000.00 


ee Inventories : 
Process, $1 
ance Ries pred. $500. 
5% of the Accounts Receivable. 
pea’ and Machinery. 





$426,000.00 








$426,000.00 








Finished Goods, 


$130,000; Work in 
2.500; Raw Materials, $25,000; Fuel, S800 : Insur- 
Increase the Heserve for Bad Debes to 
Provide 10% Depreciation on 
of Rent, Insurance, and Taxes, and 


25 of Fuel are char ged to the Factory. <A dividend of 6% of 
Paid. -up Capital is declared and unpaid. 
[OVER | 


VALUES 


Required : 
15 Manufacturing Statement. 
15 Trading and Profit and Loss Statement. 
10 Balance Sheet. 
5 Profit and Loss Appropriation Account. 
31 2. Enter the following transactions in a cash journal 


with columns for: 


Debit side: Discount off Sales Dr., Accounts Re- 
ceivable Cr., General Ledger Cr., Interest and Exchange 
Dr., Bank Dr. 


Credit side: Discount off Purchases Cr., Accounts 
Payable Dr., Bills Payable Dr., Expense Dr., General — 
Ledger Dr., Bank Cr. 


Receipts are to be deposited daily and all payments 
are to be made by cheque. 


1942 

May 1. A. Glass continued business with cash on deposit, 
$3,470.50. Drew a cheque to cover Petty Cash 
payments, $47.63. Received cheques in full of 
account from J. Glover, $250.00 less 2%; L. 
Dingwall, $180.00 less 3%; F. Potter, $275.00 
less 4% ; and from G. Simms in payment of his 
note due to-day, $79.80. Deposited cheques, 
exchange $1.45. 

2. Issued cheques to cover May rent, $125.00; R. 
Arnold’s account in full, $325.00 less 4%; T. 
Digg’s account in full, $120.00 less 5%; B. Ray- 
mond’s account in full, $455.60 no discount ; note 
due EH. Blain, $175.40. Sold used office equip- 
ment for cash, $50.00. Cash sales, $456.72. 
Deposited receipts, no exchange. 

4. Paid Fire Insurance premium, $52.78; outward 
freight bill, $17.95.. Received cheques in full of 
account from C. Ross, $135.60 less 3% ; R. Green, 
$122.50 no discount; and from E. Falls for his 
note due to-day, $140.00. Paid for new light 
delivery truck, $1,200.00. Deposited receipts, 
exchange $.90. 


VALUES 


11 


May 5. Issued cheques to cover repairs to truck No. 3, 
$41.70; our note held by A. Neilson due to-day, 
$456.17; and accounts due C. Morey, $236.00, 
less 4% ; T. Haskin, $173.45 less 3%. Received 
cheques from C. Martin for his acceptance due 
to-day, $130.45, and from L. Shaw in full of his 
account, $68.00 less 2%. Cash sales, $427.62. 
Deposited receipts, exchange $.45. 


Close the cash journal and bring down the balance. 


3. T. Moore & Co., Ltd., of London, Ont., consign 
goods to R. Scott & Co., Toronto, Commission Agents, 
to be sold at a commission of 7%. On June 2, 1942, 
goods costing $1500.00 are sent by the principal to the 
agent, freight and insurance prepaid by cheque amount- 
ing to $98.00. R. Scott & Co., receive the goods June 4, 
and pay expenses $18.00 and cartage $23.00 by cheque. 
The commission agent sells } of the consignment for 
$850.00 cash, June 8, and the remainder June 15, for 
$1,275.00 cash. An account sales and cheque to cover 
the net proceeds are forwarded to T. Moore & Co., Ltd., 
June 16, by the consignee. 


Prepare the journal entries and the ledger accounts of : 
(a) T. Moore & Co., Ltd. 
(b) R. Scott & Co. 
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ACCOUNTANCY THEORY—GRADE XII 


Time—2 hours 





1. Write up the Accounts Receivable and the Accounts 
Payable control ledger accounts of the I. Porter & Co., 
Ltd., for the month of May, 1942. The Accounts Receiv- 
able showed a balance of $14,963.87, and the Accounts 
Payable $4,567.72 at the beginning of the month. The 
following information was found from an examination 
of the books of the company: Credit Sales, $33,467.28 ; 
goods purchased on credit, $26,146.72; drafts accepted 
by customers, $2,467.50; cash received from customers 
on account, $22,787.21; accounts written off as uncollec- 
tible, $456.25; purchases returned, $525.75; sales 
returned, $345.65; drafts dishonoured by customers on 
due date, $125.00; bills payable issued to customers, 
$5,465,47 ; cash paid to creditors, $15,472.48 ; discount 
allowed customers on cash payments, $535.62 ; discounts 
received on cash payments, $247.58. | 

Why would the amount of cash sales, $16,381.07, 
for the month of May not appear in the Accounts Receiv- 
able Control Account? Give an example of a control 
account other than Accounts Receivable or Accounts 
Payable that might appear in the general ledger. Under 
what circumstances would such an account be used ? 


2. T. Smythe’s balance sheet taken Dec. 31, 1941: 





ASSETS 
COVE os Se OS aR $ 1,800.00 
Accounts Receivable............... 4,000.00 
Merchandise Inventory............. 10,000.00 
Furniture and Fixtures............. 1,000.00 
eT NAS, «eo cs Pears 110 GA holo: oan edn mil 5,000.00 
RMR MEE feng, e438 Tig ita bao oi $21,800.00 
LIABILITIES 
PA POMITUs FAVADIC 4.6442. 5:0 5 0!e wie ote a $ 1,300.00 
Mortgage Payable ................% 1,500.00 
rere CADIS ps essed Gon win a ee 2,800.00 
1) Smyth’s.Net Capital...........:. $19,000.00 


[OVER] 


VALUES An agreement is reached with D. Ivey at the date 
of the statement to enter equal partnership. A reserve 
for Bad Debts of 10% of the Accounts Receivable is set 
up, the Merchandise Inventory revalued at $8,000.00, 
the Furniture and Fixtures revalued at $700.00, and 
the value of the Goodwill of the business set at $5,000.00. 
Ivey agrees to make a cash payment for his share of 
the firm which is to be left in the business. 

8 Give journal entries : 


(a) to record the shrinkage in the value of the 
assets ; 

(b) to set up the goodwill ; 

(c) to record D. Ivey’s cash payment. 


10 Prepare the firm’s balance sheet after the amal- 
gamation has taken place. 


9 3. (a) Name some of the financial dangers to which 
a manufacturing business is exposed, and indicate briefly 
how cost records may help to guard against them. 


(6) What do you consider to be the relation 
between cost accounting and financial accounting ? 

(c) What is the difference between a “ Purchase 
Order” and a “Material Requisition Order”? What 
purpose does each serve ? 


9 4. The Acme Co., Ltd, on Jan. 1, 1942, required 
further capital. The company issued 750 shares of 
$100 par value common stock at $95 which was com- 
pletely subscribed by the public. The terms of the sale 
were $70 per share with the application and $25 to be 
called May 1, 1942. All the subscribers paid the call 
on the due date. Show the journal entries to cover the 
transactions. 


9 5. (a) What is meant by the term “ Forfeited Shares ’’? 
When would a loss arise from such a transaction ? 


(6) Under what conditions would shareholders be 
asked to donate capital stock to their company ? What 
use could be made of such donated stock ? 

(e) What is the significance of an issue of preferred 
shares being described as cumulative, participating and 
voting ? 


VALUES 
12 


15 


6. The Philips Music Co., Ltd., sells pianos on the 
instalment plan. On Sept. 4, 1941, E. Jones purchased 
a piano from the company for $375.00, to be paid for as 
follows: $25.00 down and the balance in monthly 
instalments of $20.00 each, bill of sale to be given on 
date of final payment. The piano cost the company 
$150.00. The three instalments for 1941 were duly 
received, the last one having been paid on Dec. 4, 1941. 
No carrying charge was added to the bill for credit. 
Jones signed only a conditional sale agreement, no 
promissory notes were given. 

(a) Show the proper journal entries covering this 
sale and the payments thereon. 

(b) Give the journal entry (at the close of the year) 
by which the year will be credited with its proper propor- 
tion of the profit on this transaction. 


7. Prepare a classified balance sheet conforming to 
modern accounting practice from the following statement. 
The Zenith Co., Ltd., 

Balance Sheet 
As at December 31, 1941 


ASSETS 
Sinking Fund for First Mortgage Bonds........... $ 90,000 
OTL DS yee ii ie Aa Bees OO ae ee ee Staa aa 72,000 
PE EIGL Baste eee ee eae er wa tee age foe eter dw OMe 80,000 
Prueet te aden Sere es. es s. eka Tite ees cols» 100,000 
REEOUibe CCE VAULOPNS: ctakl. cig Cote Dias. Cale ee 700,000 
AFUE COLV me eMR ge ee a a hegre s Peerage ss 925,000 
Est aie tet cola ds civre hae ack wae Rate oe cain « ae 560,000 
Bedi eZ PeU Sea ita a © ving, ess Sea legeiten ele ee 10,000 


$2,537,000 
LIABILITIES AND NET WORTH 


Capital Stock, Common (Par value $100) ......... $1,500,000 
Pree TsO! LI GUUS 0. 5 fc. lols Ae ae oe le de 40,000 
Ree LAVA DIOS to 22 te ate casey ls We eee ne fe 251,000 
Acemec salaries and Wages.....4.<-.52-.8+a2s%- 8,000 
Reserve for Depreciation of Buildings ............ 179,200 
Reserve for Depreciation of Furniture an Fixtures. 30,000 
Samet REE OR oo oy) ni, 6-5, acevo ew ot me eee 221,800 
MIT AXOS Ay Fado c5 es aoa de eee eae eee 7,000 
First Mortgage Bonds Payable .................. 300,000 
Total Liabilities and Net Worth:...........0..7- $2,537,000 


Find the current ratio and the quick ratio of The 
Zenith Co., Ltd., as at Dec. 31, 1941. 
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BUSINESS CORRESPONDENCE—GRADE XII 


VALUES 
20 


Time—2 hours 


1. You are a medical doctor’s secretary. He is soon 
to leave for overseas service. Draft a suitable circular 
letter which could be sent to numerous patients who are 
behind in their accounts. Be firm but retain their good- 
will which will be necessary for the new doctor who 
will be taking over the practice. 


2. (a) Write a letter of condolence to the mother of 
a friend of yours who has recently died. Make it short 
but sincere. 
(b) Address the envelope. 


3. It is customary to enclose a data sheet with a letter 
of application for a position. Prepare this data sheet 
listing such things as your age, qualifications, race, 
religion, experience, references, hobbies, and ambition. 
Set it up neatly with correct spacing. 


4. You are secretary of a Literary Club which has 
just held a meeting to raise money for the Red Cross. 
A special speaker was present and there were some 
musical numbers on the programme. Prepare the 
minutes to be read at the next meeting. 


5. The son of a friend of yours is moving to a neigh- 
bouring city. He wishes to secure a position in an office 
there and it would help him if he had a letter of introduc. 
tion and recommendation. As the President of a firm, 
you will write this letter to the head of a large munitions 
plant in the city to which the boy is going. 


AY oh wr et 
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BUSINESS LAW—GRADE XII 


Time—2 hours 





I. Within the brackets before each of the following statements, 
print “'T” if you think it is true or “F” if you think it is false: 


(Value, 30 x 1=30) 


1. ( ) To be binding, the signature on a contract must be 


10. ( 


ye ( 


) 


) 
) 
) 
) 


) 


) 


) 
) 


handwritten. 


If a partner mortgages his interest in the partnership, 
the mortgagee does not obtain the right to a voce in 
the management of the business. 


Partners are jointly and severally liable for the trade 
debts of the partnership. 


No registration is required in the case of general 
partnerships. 

A director of a company must be a shareholder in that 
company. 

In a contract in which a hirer pays a price for the use 
of a chattel, the owner is lable for damages caused 
because the chattel is not suitable for the purpose for 
which it was hired. 

A hotel keeper may refuse accommodation to persons 
of foreign birth. 

In a gratuitous bailment for the benefit of the bailee, 
the bailee is hable for damages only when guilty of 
gross negligence. 

While goods are in transit the ownership may be 
transferred by transfer of the bill of lading. 


A common carrier is an insurer of goods entrusted to 
him and is responsible for damage even when the 
damage is due solely to neglect on the part of the 
owner. 
Specific performance can never be enforced in contracts 
for the sale of personal property. 

[OVER] 


14, 


15. 


16. 


ng: 


18. 


io 


O ai 


bo 
a 


‘ , 


Where there are no profits, the directors of a private 
company may pay dividends on preference stock out 
of capital. 

Any person who knowingly allows himself to be 
represented as a partner in a business becomes liable 
as a partner. 

Any director or shareholder of a company who 
authorizes a false statement in the prospectus becomes 
personally lable for damages. 

Shareholders in a public company must secure the 
consent of the board of directors before they can 
transfer their shares. 

When a minor is appointed an agent the principal may 
repudiate contracts made on the grounds of his agent's 
incompetency. 

An agent cannot accept commissions from both buyer 
and seller. 

The signature “'T. Jones, Agent” on a contract would 
bind only the agent. 

An agent instructed to sell goods cannot buy them 
himself without the consent of the principal. 

An oral lease is binding if for a term of less than one 
year. 

A person who buys personal property that has been 
stolen gets a good title to it, provided he pays a fair 
price, and is unaware of the thelt. 

A lessee has an implied covenant that he is entitled to 
quiet enjoyment of the premises. 

In a conditional sale, title passes to the buyer as soon 
as the goods are delivered. 

Thirty days grace are allowed on all life insurance 
premiums except the first. 

A man who makes his wife the beneficiary in his life 
insurance policy may have the policy changed, and a 
friend named beneficiary without the wite’s consent. 
A mortgagor of real estate may realease himself from 
further lability on the mortgage by selling the 
property to a third party. 

The investment of a limited partner must be in money. 
In a contract of sale, the consideration offered must be 
money. 


Page 3 


29. ( ) When the undistributed profits of a company exceed 
10% of the paid up capital, the shareholders may 
force the directors to declare a dividend. 


30. ( ) When a cheque is endorsed “no protest” it means that 
the endorser is not lable if there are insufficient funds 
to pay the cheque. 


II. Complete the following sentences with an appropriate word 
or words : 
(Valier LO so? 20) 


1. Stock which has a prior claim on the profits of a business 
Re Let bs eres 8 eer ns ne Rl SO emre peed Eg! | 
2. A partner who is restricted from taking any part in the 


management CimeGHeL DO aInesseid Ho ace. eee eho partner. 


3. The official appointed to take charge of the assets of a 
bankrupt person and to dispose of them in the interest of the 
Ore eta ye emily BG eet oer ea ener Gi ner. s, 6, 

4. Under the Statute of Limitations real estate mortgages in 
eee Ave eee ee re eee eer eee ee ess wg 5 

5. In a private company, the number of shareholders is 
Ree ee ee es te See Leyes eRe HSS ey woe es 

6. A contract involving transfer of possession of personal 


property without transfer of ownership is calleda........ ee 
7. The only companies empowered to pay dividends out of 
a a8 co 282k sal al! PRRs RR SPSL oe ge We 


8. A person who receives a negotiable instrument before it is 


due, giving value for it and believing it to be genuine, is called 


esse ay elie 6 6) ue el el lee Ue ee ee) wt ee Oe we ee a) ee whe Ue), eee eo 


9. The act which imposes restrictions on the disposal by a 


merchant of his stock-in-trade in one sale is................ 


10. Where personal property is assigned to a creditor as 


escurity for a debt the contract is known as................ 


Page 4 

III. Copy the letter within the bracket before any TEN of the 

following definitions and after it write the number of the word 

or phrase defined : 

(Value, 10 x 1=10) 

(A) Compensation which the law awards for wrong or injury 
done. 

(B) The transfer of rights and interests. 

(C) A declaration or statement sworn to before a notary public 
or some other person authorized to administer oaths. 

(D) A written document giving powers to an agent. 

(1) Any kind of personal property. 

(F) One who brings a suit at law. 

(G) A person appointed to settle the estate of one who died 
without leaving a will. 

(H) A written order directing a second party to pay a third 
party a certain sum of money. 

(I) To seize the goods of a tenant for payment of rent. 

(J) A contract, signed, sealed and delivered, containing a 
conveyance of land. 

(K) A wrongful act committed against a person for which the 
court will award damages. 

(L) Voluntary surrender of rights or privileges. 

(M) A formal written command issued by a court of law. 


(N) A procedure whereby property is attached or part of salary 
taken for debt. 


(O) A contract under seal. 


1. acquittal; 2. administrator; 3. affidavit; 4. assign- 
ment; 5. attestation; 6. bailment; 7. bill of exchange; 
8. bond; 9. chattel; 10. codicil; 11. damage; 12. deed; 
13. demurrage; 14. distrain; 15. easement; 16. entailment; 
17. garnishment; 18. grantor; 19. intestate; 20. lease ; 
21. mandamus; 22. plaintiff; 23. power of attorney; 24. pro- 
bate; 25. trustee; 26. tort; 27. specialty; 28. waiver; 
29. warranty; 30. writ. 


IV. Give a decision with reasons in any EIGHT of the following 
problems : 
(Value, 8 x 5= 40) 
1. Wright authorized the use of his name in the partnership 
name, “Jones, Smith and Wright”, although he had disposed of 


his interest in the business. Ross, who holds the firm’s note, 
fails to collect from the firm and sues Wright personally. Is 
Wright liable ? 


2. Smith signed the stock-book of a company drawn up in 
the regular way. He covenanted to pay 10% on allotment of 
stock, and all future calls. He received a certiticate of allotment, 
but paid no money. The company failed. Has Smith any 
personal liability ? 


3. Martin sells perishable goods to Jones, terms cash in 
exchange for bill of lading. Payment was not made within a 
reasonable time and Martin resells the goods at a loss and sues 
Jones for damages. Is Jones liable, and if so, to what extent ? 


4. A draft, drawn on Smith by Ross, is accepted by Smith, 
payable “ten days after I receive the proceeds from the sale of 
my house”. Is this a negotiable instrument ? 


5. Adams guarantees payment for goods to be supplied by 
Jones to Carter on three months’ credit. At the end of the 
three months, without consulting Adams, Jones extends the 
period of credit another month. When, at the end of this 
extension, Carter fails to pay, Jones demands payment from 
Adams. Is Adams liable ? 


6. West, a tailor, hired space in a clothing store owned and 
operated by Wilson, agreeing to pay Wilson 50% of his profits 
in lieu of rent. West purchased a clothes pressing machine, 
telling the salesman of his agreement with Wilson. When West 
failed to pay for the machine the salesman sued Wilson as 
West’s partner. Is Wilson liable ? 


7. The directors of a company were sued for the amount of 
loss suffered by shareholders who had subscribed when the 
prospectus contained a false statement. One director paid the 
full amount assessed in action. He then sued his co-directors 
for their proportion of this amount. Can he collect ? 


8. A man built a house at a cost of $6,000.00 and took out 
two insurance policies under the co-insurance plan, one with X 
Company for $2,000.00, and one with Y Company for $1,000.00. 
Shortly after it was finished the house was damaged by fire to 
the extent of $3,000.00. How much is payable by each 
company? Explain. 

[OVER | 


9. The Adams Radio Co. offered to deliver to Saunders 150 
to 200 radio sets at a certain price. Saunders sent an order for 
40 sets and the company refused to deliver. Saunders then sent 
an order for 170 sets and the company again refused to deliver. 
Saunders sues the company for breach of contract. Is the 
company liable ? 


10. On March 31, Smith entered into an agreement with Wilson 
to rent certain premises from Wilson at the rate of $300 quarterly, 
payable in advance, and paid the rent for the first quarter. The 
agreement made no mention of the time required for notice to 
vacate. On April 30 Smith notified Wilson that he was dissatis- 
fied with the premises and would move out at the end of the 
quarter. What are Wilson’s rights ? 


NOTE. 


Values 
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OFFICE PRACTICE 


Time— 24 hours 





Candidates will do every question in Part A and any 
FIVE questions selected by the teacher in Part B. 


PART A 


1. Lawson & Company, 236 Central Avenue, Niagara 
Falls, Ontario, have purchased on credit during the 
month of May from the Montreal Distributing Company, 
134 St. Catharines Street, Montreal, as follows: May 2, 
Mdse., $175.65; May 9, Mdse., $189.65; May 15, Mdse., 
$178.90; May 21, Mdse., $118.75; May 28, Mdse., $135.60. 
On May 10, goods valued at $45.60 were returned ; on 
May 18, a credit note for $25.00 was received as an 
allowance for damaged goods. On May 15, a cheque for 
$250.00 was sent on account. On June 2, a monthly 
statement was received, attached to which was a sight 
draft to cover the balance owing. A discount of 2% is 
allowed on settlements made this way. 


(a) Make out the statement received. 


(b) Make out the sight draft and show it accepted 
as at June 4. You have authority to sign. 


2. On June 2 you are given the following coins, bills, 
and cheques to deposit in the Provincial Bank : coins, 
$23.85; one-dollar bills, twenty; two-dollar bills, 
fifteen; five-dollar bills, four; ten-dollar bills, two; a 
cheque from L. P. Waters for $163.90; a cheque from 
A. R. Simpson for $75.20; a cheque from 8. K. Cameron 
for $86.40. All cheques are on local banks. 

(a) Show the deposit slip completed. 

(b) You received your Pass Book from your bank 
on May 31, which showed a balance of $1014.48. You 
find that three cheques have not been cashed: No. 467, 
$165.20; No. 472, $55.50; No. 478, $89.75. The Pass 
Book shows interest of $5.62 added on May 31. Prepare 
a Bank Reconcilation Statement reconciling the balance 


as shown in the Pass Book with your records as of 
May 31, 1941. [OVER] 


Values 


15 


3. The following accounts in the books of R. J. White 
& Company, 161 Queen Street, Toronto, are two months 
overdue: Allen’s Book Store, $125.60; City Wide 
Delivery, $29.40; Favo-Rite Food Shop, $18.75; Wm. 
Millerson, Jr., $50.35; 347 Bay Street Corporation, 
$87.00; Woodward L. White, $45.90; Wm. Robertson & 
Son Converters, Limited, $268.50; Safety Seal Com- 
pany, $39.70: Russel Saint, $18.90; A&B Garage, 
$47.90; Mrs. John Vance, $27.40; W. R. Allen, 
$37.40; City Window Cleaners, $73.25; Favorite Foods, 
Limited, $63.80; Millerson & William, $45.15; Three B 
Tailors, $14.90; Earl W. White-Wood, $35.65; Mrs. 
Winnifred Robinson, $19.70; Dr. W. P. St. Charles, 
$44.35 ; Al Roofing Company, $20.70; Van Camp Pro- 
ducts & Sales Co., $36.75; Citizen’s League, $8.70; 
White & Wood, Limited, $95.55; Vanity Hat Shop, 
$17.40; C-T Sign Company, $13.80. 

(a) Prepare the above information in tabulated 
form for presentation to the Credit Manager. Use a 
suitable heading and arrange all names in alphabetic 
order. 

(6) Compose and type a suitable form letter which 
might be sent to the above customers. 


Part B 


4. (a) Describe clearly the use of a “ registered letter 
receipt book ” in the handling of registered letters. 


(b) If you desire proof that a registered letter has 
been received, how may it be obtained? What would 
it cost ? 

(c) How would you fold and insert a full-page 
letter in 

(1) an ordinary business envelope ? 
(11) an official envelope ? 
(111) an official window envelope ? | 

(d) Name four appliances which may be used by a 
mailing clerk in handling outgoing mail. 


5. State the postage that would be required for each 
of the following: 
(a) 20 letters each weighing 1 oz. or less to the U.S. 
(b) 50 circulars each weighing 2 oz. or less to 
Calgary. 
(c) 10 circulars each weighing 5 oz. to Montreal. 
(d) 1 bundle of newspapers weighing 11 oz. to 
Vancouver. 
(e) 20 printed postcards to various Ontario towns. 


Values 


CF je1 et weighing 1} oz. to Vancouver via Air 
ail. 

(g) A legal document weighing 3 oz. to New York, 
registered. 

(h) 2 letters, 14 oz. each, to Ontario cities by 
Special Delivery. 

(2) 10 typed post cards to Ontario towns. 

(7) 25 local letters weighing 14 oz. each. 


6. (a) (i) In an Alphabetic System of Filing how are 
the letters arranged in a Miscellaneous Folder ? 
(11) How many such folders are there in a 40 
guide set ? 
(111) Where are they placed in the drawer ? 
(iv) How are they distinguished from the other 
folders ? 

(b) Compare the filing and finding of material in 
the Direct Name System with that of the Numeric 
System, and state what advantages the former has over 
the latter method. 

(c) What is the value of a card index in Geo- 
graphic Filing ? 

_ (d) What is the maximum number of letters which 
can be satisfactorily handled in an ordinary folder ? 


7. (a) What is the chief difference between “Plain 
Language”, “Code ”, and “ Cipher” Cablegrams ? 

(b) Why is a knowledge of time zones necessary 
to one who uses the long-distance telephone or telegraph 
in business ? 

(c) Name the Standard Time Zones in Canada. 

(d) How ean errors be guarded against in the trans- 
mission of messages by telegraph ? 

(e) What is the word-count in the following tele- 
gram : 

Atlas Manufacturing Company 
Guelph Ontario 
Can supply 750 pounds copper cable at 26c. a 
pound f. o. b. Sault Ste. Marie 
Northern Cable Company 


8. (a) Name a suitable form of remittance to used in 
each of the following cases, and give a reason for your 
choice : 

(i) A boy working on a farm on R. R. No. 4, 
Orangeville, has no bank account, and wishes 
to send $10 to a store in Toronto. [OVER] 


Values 


bo 


bo bo 


Gi) The purchaser of a house must send his 
lawyer $960 to complete the transaction. 
(11) A small firm in Winnipeg orders $200 worth 
of goods from a Toronto firm, enclosing a 
remittance with the order. 
(iv) Your school Literary Society owes a New 
York firm $39. 
(b) (i) Name three purposes served by endorsing a 
note or cheque. 
(11) Name and give an example of three kinds 
of endorsement. 


9. (a) State what a customer must do to obtain 
goods shipped: 
(i) C. O. D. Express Collect ; 
(11) Express Collect ; 
Qi) by freight; 
(iv) C. O. D., charges prepaid; 
(v) by freight, charges collect. 

(b) When goods are sent by freight, what evidence 
is there that the transportation company has received 
them ? 

(c) Explain the following: c.i.f.,1.¢.1., demurrage, 
packing slip, manifest, drawback, excise tax, customs 
broker. 


10. (a) The Purchasing Department keeps all its 
information regarding “ Quotations Received ” on 3” x 5” 
cards which are filed vertically. Quotations on about 
700 items are kept and an average of about 5 quotations 
are received for each item. Items change from year to 
year as old lines are dropped and new ones taken on. 
Describe clearly a system of indexing and filing which 
would handle this information satisfactorily. 

(b) Records of stock are kept on “ perpetual inven- 
tory” cards. 
(i) Explain how this system works. 
(ii) What method would you suggest for 
preventing a shortage arising in any article of stock ? 


11. The approximate value, expressed in millions of 
dollars, of the principal grains produced in Canada 
during 1939 was as follows: Wheat, 320; Oats, 170; 
Barley, 60; Others, 70. 

(a) Make a bar graph to illustrate these facts. 

(6) Illustrate the same facts by means of a circle 
(pie) chart. 

(c) Name two other ways by which the same 
information might be represented graphically. 
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STENOGRAPHY—GRADE XII 


INSTRUCTIONS: Dictate the following letters and article at 100 w. p. m. 
Read each group of words as indicated in 15 seconds. Allow 30 
seconds for the dictation of the inside address, one minute after 
each letter or article, 10 minutes for revision of notes, and 40 
minutes for transcription on the typewriter. 

The letters should be set up in an approved style on plain paper or 
simple letterhead. 


Mr. H. G. Wilkins, 
255 West Lodge Street, 
Calgary, Alberta. 


Dear Sir: 


We wish to thank you for your recent purchase from us. 
We sincerely hope that your new appliance will give you many 
years / of valued service and pleasure, but should trouble arise 
at any time, we would appreciate your getting in touch with us 
at once as we// maintain a well-equipped service department 
for your benefit. 


Owing to the fact that we handle only the highest grade 
merchandise on which there is /// not a wide margin of profit to 
maintain an expensive collection system, we do not employ 
collectors or mail out notices notifying when payments are //// 
due. However, you will find enclosed a booklet which lists the 
monthly payments, showing the dates due and the amount. If 
you will please read / the instructions on the face of this booklet, 
it will facilitate the handling of monthly payments. 


Please watch your due date. It is important for // us to 
receive payments promptly on this date as we make our commit- 
ments on loans from our Bank, based on the agreements made 
with our /// customers. 

If the due date arranged with the salesman is not entirely 
satisfactory, we would be pleased to change it to suit you. 


(Value = 20) Yours very //// truly, (201) 


if 
Burton Manufacturing Co., Ltd., 
470 Western Avenue, 
Fredericton, New Brunswick. 
Gentlemen : 


The blank which you filled in, signed, and gave to us for 
the purpose of securing credit has been very carefully examined. 


Reports, which / we have received from others from whom 
you have bought, show that you owe more money than appears 
on your statement. 

We are returning your //signed application to you for 
revision. If it is true that you, by mistake, made an error in 
the figures, you may have the opportunity // of correcting it and 
sending the statement back. 

Credit is based entirely upon confidence, and confidence is 
founded upon knowledge of the customer’s business. The //// 
most accurate and authoritative knowledge we can obtain is 
from the customer’s own statement. 

If, upon checking the figures shown upon your statement, 
you find /that an error has been made in any of the figures, we 
know that you will be more anxious than anyone else could 
possibly be// to correct any misunderstanding that may have 
arisen because of the mistake in putting down the figures in the 
first place. 

We shall look forward ///to hearing from you within a 
day or two with a new or corrected statement. We shall be 
glad to have you forward it in//// the enclosed addressed 
envelope. 


(Value= 20) ; Sincerely yours, (208) 


It 
Mrs. John Davis, 
88 Ashcroft Road, 
Hamilton, Ontario. 
Dear Mr. Davis: 

In the near future you may be contemplating some furni- 
ture changes in your home. Possibly you will be considering 
having a chair / reupholstered, getting a new pair of drapes or 
just buying a few yards of smart new colourful chintz to brighten 
a bedroom. 

Are you wondering // just where you can get good reliable 
service coupled with a selection of merchandise that is definitely 
smart yet reasonably priced ? 


We believe we can/// give you these services and invite 
you to call at the store at your convenience and look over with- 
out obligation our stock of furniture and //// fabrics. Should 
you be interested at any time in purchasing new upholstered 
furniture, we manufacture all our own pieces. This assures you 
of a better / quality at prices 20% to 25% below normal. 


If you want furnishings that are different, fabrics that 
have all the new colourings and // designs, or a job that is tailored 
by craftsmen who really know their business, we would be glad 
to assist you in making your home /// smarter and more livable. 


We hope to have the pleasure of a call from you. 
(Value=18) Yours truly, (192) 


Vs 
Mr. R. L. Burns, 
Coldwater, Ontario. 
Dear Sir: 

Your name has been received in this office as being the 
owner of a threshing machine. However, we find on looking 
over our/ files for your county that we have failed to register 
your machine. 


Your attention is drawn to clauses 18 and 19 of the Weed 
Control // Act which you will find on the back of the enclosed 
application form. This legislation states clearly that every 
threshing machine in the province must /// be registered in this 
office each year. No fee is necessary when the machine is not 
used for hire. However, when the machine is used //// for hire, 
the registration fee of $1.00 must accompany the application. 
A certificate 1s issued in every case. 

Between 5000 and 6000 / applications have already been 
received, and there is a possibility that your machine has been 
sold, changed hands, or been registered in some other name // or 
in an adjoining county. If such is the case, we regret any incon- 
venience which we may have caused you and would appreciate 
hearing from /// you in this regard in order that we may correct 
our lists. : 

(Value=18 ) Yours very truly, (190) 
iyi 

A word should be said on American banking. What 
strikes the Englshman most is the large number of private 


banks still existing all over the /country. These private banks 
are, in the majority of cases, far more liberal towards their 


chents than the big joint stock banks. This is quite // natural 
as it 1s their wish to attract all the business they can get. More- 
over, both the private and the joint stock banks c “Sen act /// as 
merchants and commission agents as well as bankers. Hence, 
in dealing with the American banks, especially the private 
banks, the British exporter should be // / / on his guard not to give 
away more information about his business than is absolutely 
necessary as he may find to his chagrin that he / has given it to 
one who is not only his banker but also a serious trade compet- 
itor. But the real advantages of the private banks // are clearly 
seen in transactions which contain some element of risk especially 
where the amount borrowed is large in proportion to the security 
given for ///it. There is no doubt, too, that some of them are 
inclined to grant the trader accommodation on far easier terms 
than is the case //// here. They are willing to take shares in, 
and finance, industrial concerns both large and small, and the 
honest trader with a sound reputation need / have no fear that 
he may have to refuse business for lack of financial facilities. 


(Value=24) (240) 
SCALE FOR MARKING TRANSCRIPT 


Notre: Hvaluate each question as a unit, and allow a propor- 
tion of marks if the last question ts unfinished. 


MAJOR ERRORS 


Deduct TWO marks for each of the following: 


1. Omission, addition, substitution or transposition of any 
word or figure (except the articles a, an or the). 
SEN sepell ade word (except the transposition of letter, ie. a 
typing error). w ge 4 

3. Gross error in punctuation (ae , incorrect use of the apos- 
trophe, period, question mark, ete.) 


MINOR ERRORS 


Deduct ONE mark for each of the following: 
1. Minor errors in punctuation (e.g., comma, paragraph, 
hyphen, ete.). 

. Incorrect use of the articles a, an, or the. 

Change in number, tense or derivative. 

‘Typing error (transposition of letters). 

. Poor erasure. 

. Incorrect syllabication. 


He oo bo 


SD ON 
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(To go with Question 3) 


DEPARTMENT OF EXTERNAL REVENUE 


(1) Customs REFUND CLaim No. Port Cuaim No. PORT OF 
This is to certify that the undersigned entered inwards and paid 
(2) customs duties or taxes at this Port on 
(3) the day of 19 _—«,_ as per entry 
(4) No. (or) Ex-Warehouse Entry No. On the following goods 


(5) imported from via viz: 





(a) Quantity Value Rate Duty 
(6) 
(7) 
(8) 
(9) 
(10) and in consequence of (b) 


claim that the Entry should have been made as follows, viz: 





(c) Quantity Value Rate Duty 
(11) 
(12) 
(13) 
(14) 
(15) and that have therefore overpaid duty or taxes thereon to 


(16) the amount of $ 


(17) a refund of which overpayment is requested. Dated at 


(18) this day of 19 
(19) rl Vip ee mete hal TS a tO ee 
(20) I, the undersigned officer, certify that on the day of 19 I examined 


the said goods and entry and found (e) 
(21) 





76029 
Commercial diploma examinations ; 
complete set 








